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PREFACE ^ 

It has become somewhat of an annual tradition at the Nassau Library System to provide 
member libraries with flyers detailing the "Checklist of Services" that are available 
by. virtue of membership In the cooperative system. Included on the artnual "Checklist" 
undeT "Administration" are several consultative services tHtit, within the past two year 
period/ hove resulted in the completion of nine member library surveys. On the 
checklist the offerings read - Building consultation, Community surveys and site evalua- 
tion, and Management assistance / In each case, the exact focus of the survey varies 
among libraries, as some request studies to gather opinions about building options, 
others seek to streamline procedures and possibly reduce staff, whiJe others are concerned 
with possible methods to reverse declining circulation figures, etc . In the case of the 
Shelter Rock Public Library, interest in an overall survey probably stems most directi/ 
from porticipationjn the test phases of the Rutgers University study funded by the U . S . 
Office of Education during the early 1970's. The study concerned itself with the 
"Measurement and Effectiveness of Public, Library Service Unfortunately, as is \)\e 
case with so many similar federal projects begun In the late *60^"s and early 70's, fund- 
ing dwindled to the stage that much of the statistical data collected in the project rfemains 
today in the raw, unanalyzed state that is of limited valup to the sample participQflts^^ 
such as Shelter Rock. Thus conscious.of the value pf evaluation and curious about the 
possibilities for improvement through change, it ts d natural followup to find that the 
Shelter Rock Public Library Board of Trustees met with Mr. Andrew Geddes, Director of 
the Nassau Library System on the night of Octo|>er 23, 1974 to discuss the scope of a* 
system study of the total library plant. By letter, ddted October 25, 1974, Mr. Charles 
H . Lesser, President of the Shelter Rock Board, .wrote officially requesting that the 
Nassau Library System undertake a survey of the public library. Replying to the Board's 
request by letter dated October 3Q, T974, Mr. Geddes' agreed that the System's staff, 
wou,ld undertake the study during 1975, and further stated that the System was appreciti - 
tive of the "opportunity to be of service to the Shelter Rock Library community." 

' In beginning the study of the Shelter Rock Public Library, the Director assembled for the 
consultant team at the System all relevant documents such as past studies of the community 
Board minutes for the past year, scale clrawln^^f various areas in the libnary building, 
staff work weeks and description of duties, rttap of the district, etc . Prior to beginning 
on-site visits by the consultant team, the System also prepared background statistical data 
both on the budget of the library and on the socioeconomic condition of the families in 
the district . In addition, as part of a continuing project to improve the survey team 
technique. Shelter Rock served as the first stte of a staff orientation session designed *to 
inform all staff of the ongoing study being mode and also designed to elicit staff Ideas 




through completion of a questipnrOire (see Appendix C-1) , The next phase involved 
si.te visits by the NLS consuhant and specialist team'to otserve facilities and materials 
first hand and discuss wFth related staff members* the plans for various service points 
within the library* Once reports were completed by each team member,which often 
involved follow-up visits, the total moss of data was. reviewed^ revised, and rearranged 
to assist in arriving at the various conclusions and recommendations which are scattered 
throughout the survey as well as being capsulized and crystpllized in the final chapter. 
To be of value to the Shelter Rock Public Library, the variou«»suggestions deserve the 
review and consideration of the Board of Trustees prior to acceptance or rejection,for 
only they are appointed executors of the library's future • 
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For a Director the whole process of having a survey must be somewnat similar to noving 
company in the house for about iluee months* And, of course, during-the months of the 
survey the whole library operation can't just grind to a halt,' so the patrons keep coming 
the programming goes on, and somehow squeezed/into these crowded moments time is 
found for planning talks, consultant interviews and space analysts. Credit for all the 
behind-the-scenes coordinatjng that makes the survey possible belongs rightfully to the 
Director who mode the months of this study educational, pleasant, and interesting for 

II of those involved . And, it must also be said, that no one could spend time w.ith the 
shelter Ro^k staff without coming away inspired by the vast array of talent and pr^^ 
cOrjcern that is exhibited by all. ^ ^ 

This^udy of the Shelter Rock Public Library includes the effort arjd initiative of cb^ntt 
membet^ of the Nassau^ Librai^ System stoff — from printer, tolt^ose in the secretarial pool, 
and all W \hose irrifviduafs with professional specialties. The finished report then i$^a 
composite^ of many individuah opinjo/6 and suggestions that were coorjiinated and wrTfTfe 
by Miss Uflom withthe exception of ^e chapter on cornmunity relations compiled by 
Mrs. Glasekand mat on technical services , authored by Mr. Pfefferle . NLS staff pro- 
fessionals contributing to the project were: 




Gloria Glaser - Public Relations Consultant 
Estelle Goldstein - Adult Services Specialist 
Edward Hingers - Audiovisual Consultant 
vMuriel Javelin - Interagency Consultant 
I lion Katz - Audiovisual Specialist 
:hard Pfefferle - Chief of Technical Services 
tymhra Randall^ - iReference Coordinator 
Juliq Russell - Young Adult*Services Specialist, 

Age Level Coordinator ) 
Li.ndo ^^llom - Administrative Assistant to Director 
BarbQra\Wolfson - Children's Services Specialist 
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AndVew Geddes, Dtrector 
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s,,^^ The IShe Iter Roj^lTTi^blic Library is c^Special District Library situated in tK^ town of 
"^"^S/^orfh Hempstead ari^Wering abou^ square mile? (usi^ppendix A-l). Ojntained. 

jsnabling legislation ciWinjg the $hetter Rock Pjjsblf^ Library is a description 
jndary of the Special Distrlctr . T-*"^ 



ofthe 



V 



that port of the town (of North tiempstead) bounded on the 
the jQcorporated village of Old Westbury, on the south 
by tlW^cc^rpornted villages of.'^ast Williston, Willlstpn Park, 
MineoloXond the ^t own of Hefppstead, on the^^w^4>y Union 
Free SchooSgistricts Number Five and Number Seven of the 
town of North Hempste^^. and on the north |Sy:the incorporated 
village of North Hills,<^sKn School District Number Three 
- ^rtni^eL^BC^ villag^^East Hi Ik. McKinney's 1962, 
i eViji^.La^^ 972. ^ * <^ 



le Nassau Coun,,^™ 
Rock Public Library Dishn^Jn 
rtitJ^fijgure^KL to ,de^riWj[be popu 
j^a^ucoted gv«sei^tbc^ could. do 
If the LILCO pro|^Jirt|on for gr 
the Special Di^rit^^Nn^ 

in mSfTonwrlie^^latio^ 
westerly 

So, forecasts 



Ion estima!^ that the population of the Shelter 
^7,500*Ql\ile Jpcal library pkrnners rely on 
residing^tg^e district. \Both figures 
i^^by ari^iciPtKil.<;ensus in the District, 
/h of North Hempstead by 1^85 holds 
,.-tion of 33, 180 during the next ten years, 
s^iowin^ some nii|ration out of Jfhe Eastern 
linnittfeV^I^ ^so the LILCO estimate may 
Shjati^ i^ock Communi|y then would indicate 



\|fopulaHoh has stabilized and the^^rizied growth of the 60*s kas subsided. 



S^<^id ^brdfy District 1s nbt as well served by fj^blic transportation 
^^jfC^Si'^ of them^.^^ sections of Nassau County. N9 mass transit 

iflfuT^cftonable The 
3i|jrtah Bus^iVj^ri^ does have routes that cross through the uniquely 
[hori^istq^c^^ ir'l^"^ Avenue, Jericho Turnpike, .Willis Avenue, 
^y-' anailosl)?n These^^sJ'-vve^^i^ routes lead into Jamaica Terminal 

' ' and Hempstea^erminal ettli^^^^^ly^^^-transfer. Service to the district by the 
Long Island Railroad follows]t^JE>y5ter Bay Branc'h with a stop at the AJbortson Station 



qr the Hunt ingt^'-Port Jeftetf^j&^nch diong the southern boundary of the District 
with MeriHot^ A^ue Stdffeh beihg^fe nearest stop. For autojraff^^ 
Expressway and mB^Nort^je^ State Parkway are-occesstfefrarfHeTDi^^ northern 
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boundary and Meadg^rook Porkv^ay is accessible along Jtbe eastern boujndary* Major 
ju curfcorifiSLjiiPOssmgJh^^ U* W.illets Road, Hillside Avenue/ and Jericfx) 

Turnpike for eastrwest movement and RoJyn Rood, Willis Avenue, Searipgtown Road/ 
Shelter Rock Rood for north-south moven ent. Large sections of the District are criss- 
crossed with smaller side roads that are designed so as to discourage heavy traffic 
volume. Placement of the library was dependant to a larger extent on centrality ^ . 
than on location neor shopping centers which can often lessen chances for maximum 
circulation. t - 

♦ 

Eight census tracts are included jn the Shelter Rock'Public Library District - 3021 .02 
' (pt.), 3022 (pt.), 3023, 3024^ 3025.01, 3031.01 (pt.), 3031.02, and 3032f.01 - 
thus complicating the construction of an exact profile of the area. Median family* 
income in the District (according to the 1970 census) ranges from a low of $13,518 
in tract 3022 (only partially in the Dhtrict) to a high of $30,545 in tract 3025.01 
as compared with the overall Nassai^ County median of $14,632 which falls between 
the high and low recorded for the Shelter Rock area. Tract 3022 is on the inost 
northern ext^wnity of the District and is split between the Shelter Rock Special Library 
. District and the Roslyn School District, while tract 3025.01 borders on Meadowbrook 
Parkway and is on thp east side of the District. The library building itself is situated^ 
iji tract 3023 which has a median income of $23,938, considerably above the county.^ 
average. The range for the percent of all families below the poverty level is consistent 
with the range among the tracts according to median income. In tract 303K01 
(partially in the Special District), the percent below the poverty level isJnsignif icant 
and thus not recorded at all, while the highest percent of all families Jbel^w poverty 
level occurs in tract 3022 (also partially in the District) and is recorded cfs 7.1%. A 
more representative tract (3023) records the percent below poverty at 2.2^. Com- 
parison of income cluster patterns is also representative of tracts. In the Shelter Rock 
District, three tracts (3022, 3024, and 3031.02) have c<ljsterlng occurrinf at the in- ^ 
come range of $10,000 - $49,999 with between 65 and 75% of oil the faif lies in the 
tracts having incomes withih this range. The tract 3023 (location of the library build- 
ing) has 71 .05% of all its fdmilies making between $15,000 and $49,999.i Three 
tracts have clustering at even higher income levels (3021.02, 3025.01, dnd 3Q31.01) 
with the range in these areas being from $15,000 to $50,000 or more annual income 
for 70 to 85% of all the families. Five of the census tracts list the major ocpupational 
grouping as "professional, technical, and kindred workers" (3021.02, 3022, 3024, 
3025.01, 3031.01), while tract 3023 ( location of the library building) records d 
' larger group occupationaj^ly clarified as "managers and administrators, except farm," 
and the two remaining tracts: list the largest occupational category as "clerJcal and 
kindred workers" (3031.02 and 3032.01). Jhrfee tracts (3022, 3024, and 3031.02) 
have a significant number of workers employed as "craftsmen, foremen and kindred 
workers." According to the very thorough paper prepared by Edith T. Hyman entitled 
"The Corrimunity Served by The Shelter Rock Public Library," the "most irnportant 
industry" in the District is the Human Resources Center {ust northeast of ths lib^ary 
itself. This Center filpplpys both disabled and mentally retarddd workers ahdnas 
captured several government contracts. So successful has the Center been that it 
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remains a model for other areas of the Country in designing and setting up workable 
programs for the handicapped. In all eight tracts, the median school years completed 
exceeds 12 with arrange from 12*3 yeqre completed in 3022 and 3031 .02 to a high of 
14.9 years completed in 3021.02. From all appearances, it would seem t^at the 
average Special District adult resident has had schooling of either a technical or 
college level. Thus far then, the Special District profile does show that the majority 
of the residents are making above average incomes, are white collar woikers, and 
have some educational experiences beyond high school. In order for the Shelter Rock 
Public Library to serve its community most effectively though there must be some 
provision made to attract the minority groups in the community which are earning 
b^low county average incomes and are caught in the poverty cycle. And although 
there has been considerable effort during the past decade put into devising effective 
ways to serve the disadvantaged through library experiences, nearly oil studies re- 
veal that none of the alternative service patterns are easily instituted and all require 
a firm committment to expanded service - consequently, it is clear, that no less than 
total Board and administration committment to a qhange in segi^ice philosophy would 
ever result in improved and increased service to the economic and educational 
minorities in the District. 

« 

In Nassau County as a whole the school age population is declining, elementary 
schools aie shutting down, maternity wards are being converted to other uses, and 
generally the median age is rising at a rapid rate. In the Shelter Rock Special 
District though the over 65 age group has reached significant proportions in only 
two tracts - 3022 (only partially in the Dist/ict) with 9.63% of the population over 
65 and 3031 .02 with 8.14% of the population over 65. The tract with the highest 
percent of youngsters in the under age 5 category is 3,024 which has 6.66% of its 
individuals under age 5. Tract 3023 (location of the library building) has 4.13% 
of all individuals under the age of 5 and 2.54% ovfer the age of 65. Actually, the 
planners at Shelter Rock have some time to work out detailed plans for most effectively 
meeting the needs of the growing numbers of elderly. With two target areas of rather 
high numbers of Senior Citizens though, the decision to realifln service options for 
the elderly should be made to respond to a county -wide trend. According to censu 
information on "country of origin," there are important segments of the Special 
District comprised of foreign stock. In no case though does foreign stock comprise 
more than 50% of any tract's population - tract 3031 .01 leads all eight tracts v?|^th 
49.39% of the Individuals beiri^irfi^eign stock. Four tracts (3021 .02,^3023^ 
3025.01, and 3031 .01) record the lar^e^t number of fioreign stock originating in the^ 
UjS.S.R. while the remaining four (3022, 3024, 3031.02, and 3032.01) have their 
largest foreign stock originally from Italy. Other countries from which sizeable 
numbers of the District come are Poland and Germany. Only one tract (3021 .02) 
has a significant percent of "persons of Spanish language," with couritry of origin 
not designated. From infomiation gathered by Edith Hyman for her paper, it would 
appear that sizeable numbers of the comrrtunify are Jewish (there are^syna^gues 
in the Special District) with other religious bodies of noteworthy size being Lut^ieran 
(5 churches in the District), Methodist (3 churches)^ and Roman Cathojic (5 churches). 
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RaciaUyiKin Nassau County as a whole, 94.9% of the population is white, 4.6% 
Negro, anB^.5% are of other groups. In all byt three^bftjhe eight tracts, the 
percentage of Negroes in the j:>opulation^es hot even reacl^the 1% level. The 
largest per^nt of Negroes occurs in tract 3022 (partially in the District.) which 
has 10.1% of all individuals recorded as black, next Is tract 3032.01 with a black 
population of 3.9%, and last is tract 3025.01 with 1 .6% of the population black. 
In determining library goals and objectives, in actually puijphasing materials for 
the community, in devising programs that wilPanswer either a real need or offer 
entertainment, library planners must always keep in mind the diversity of the 
population they serve and attempt tQ>.successfully mold services and pmgrams to 
the uniqueness of the community. Certainly there is individuality and variation 
in the Shelter Rock service area but uQlike many more diversified neighborhoods 
there is a degree of homogeneity that could tempt planners to overlook the minority 
groups (mirtoirty in terms of a^^or economic status, or schooling', or race). 
Raising the I eve To f consciousness ro Ujd^de constcfr^t perception of the minority 
Individuals in the Special District' must bfe^qme par^xpfthe library planning program. 

The public schools within the District (Use Appendix" A-2) are attached to one of 
three School districts that cross the Special District boundaries - U.S.F.D. *10, 
MIneola; U.S.F.D. #2, East Wllllston; or U.S.F.D. #9, Herrlcks. Only the 
Herricks District has all of its school facilities loQOted within the Special District 
borders, including: Herricks High School, Herricks Junior High School, Center ^ 
Street Grade School, Denton Avenue Grade School, Park Avenue Grade School, 
Searingtovyn School, .and WicksJiire Grade School. East Wil^Uston District *2 has 
only one elementary facility actuallv wIthinHhe Special 1)1 strict lines - the Willets 
Road School, and MIneola District ^10 has two school building^ in the Shelter Rock 
service area 1) MIneola High School and 2)j^eadow Drive Grade School -. While 
It would appear that such a fragmented arra^igement would offer difficulties for 
creating a library service area identity, the Hyman report indicates that at least 
one project has seen tri-district cooperation among the schools, indicating that , 
unified action and cooperation among the three districts is not limited to public 
library activity. Of the many non-public schools within the three school districts, 
only one - the Human Resources School for handicapped youngsters from nursery 
school through 12th grade - is actually within the Special District boundary. 
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HISTORICAL PERSPECTIVE / L. 

"It would hove been much easier to open a bar ..." - how apprdpriate that thisj 
phrase was used near the end of the campaign to gain a public library fgcHity for^ 
the jurisdictional ly fractured area given the name - Shelter Rock. There is I4ttle 
doubt that the many, many individuals who had a hand in helping to establish the 
Shelter Rock Public Library would find a great deal of trony in the often quoted 
statement - in the United Stat^, government is designed '^r the people." Why 
then, one might ask, did it takeuDyer three years of legal maneeverlng and poUt- 
ical compromise for "the people'\irWhe Shelter Rock area to realize their.goal of 
a tax-supiportedy free public lil5rarx?N^n answer to this question can be found 
partly through the Governor's Mer.orcuTdu dated May 1,1962, which accompanied 
approval of Assembly Bill, Print Number 5446 establishing the Shelter Rock Public 
Library. Then Governor Rockefeller stated: \ . ^ 

" The difficulties which have been encountered by the sponsors \ 
of this and other bills of this nature and the ffepeated afjplj- 
cations which are made for special authorizations to estab- 
lish such libraries, all indicate the need for. revision of ex- 
isting statufos under which public libraries may be established 
so that local governments may better provide library service^ 
for all the people 6f their communities. - - 

^ ^ ' • * 

Interestingly enough, despite Rockefeller's concerns of 1962, the statutes remain to 
this day essentially unchanged so that units that are in unincorporated communitfes 
or that are outside the boundaries of village or school district libraries face the some 
uphill batf[e thqt Shelter Rock faced to secure public library service for their residents. 
For these areas. Shelter Rock has become a model to follow for realizing success. 

According to the rather complete report of the "Origins of the Shelter Rook-(l^ew 
York) Public Library," compiled by Elaine Seaton in partial fulfillfnent of the re- 
quirements for a Master's degree at the C. W. Post Graduate Library Schbol of Long 
Island University, the first concern for'a public library in the present area of thi 
Shelter Rock Public Library is traceable to the Novfimbei:,^^ of A/lrsL. 'Violet 

Zaikip, Co-Chairman of the Library CotDmittee ofthe* Wickshi re bclsaoJ (now in the 
Herrick District), to the Division of Library be^lopment in Albany. Others involved 
in the inquiry were Miss Mary DeMarrais and the Principal of the Wickshire School, 
Mr. Raymond J. Quick. As the Division of Library Development could offer no 
promising solution for library service in the unincorporated areas since parts of the 
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nearby schoof clistricjs were already served by village libraries (in essence creating 
other fractiweci units), the local PTA elected to establish and operate a token li>fary 
in the school. During May, 1957, Mr, Herbert Pau< was selected to be Chairman 
of the Herricks Public library Committee by the Citizens Advisory <^unci I of the 
Herricks School District which consHted of repreSentotivesJrom 20 civic and educa- 
tional organizations acting as advisors to the Board of Educdtion. Despite much 
public speaking on the lack of adequate public library facilities in the immediate ^ 
area, Mr,-Pqul too discovered that the jurisdictional matter of establishment was 
quite complex and gradually his project petereid out. The third major push for a 
public library has come to be known as the Dewey Avenue Fire House meeting 
which was held in the early" part of 1960 and was organized by Mr. Gerard Seufert. 
From this and subsequent meetings, the decision was ma^te to wo^i^ for a tax free li- 
brary to be temporarily suppoi^ by public subscription since^th^ impossibility of 
establishing either a school di^rict or villa^^rary was already common knowledge. 
The Dewey Avenue^ Fire House and other m^tings which followed shortly thereafter 
represented the first move away from primary involvement in establishment of a library 
by thS'<ocal school district personr?el. By May,^ 1960, local citizens with the assistance 
of Mr. Henn\SheaiX)Use of the State Library Extensi<in Division had agreed upon the 
goal of acqi^ing 4,000 books the first year and thereupon formed three cpmlnittees to 
further progress toward the goal - 1) Board of Trustees,. 1) Publicity, and 3) Fund 
Raising. Mr. Seufert was chosen to be acting Chairman qf the Board of Trustees. The 
area that was selected to be the target site for the new library included the unln- ^ 
corporuted portions o^f ten communities - New Hyde Pari^ (now served by the Hillside 
Public Library), Herricks, Williston Park, Hillside Manor, Garden City Park, Sear- 
ingtown, Albertson^ Mineola, Roslyn, and Roslyn Heights. The originaj three com- 
mittee structure^ of the loqal citizens group eventually eyolved into only two bodies, 
i'.e. the Board of Trustees which concentrated on legal and ppfUical chaHenges and 
the Fric^nds of the Library which worked on fund raising and publicity projects during 
the nexf three-year period* Acqording to Mrs. Seaton though, the separation of the 
two groups was far more am|icial than actuql as they functioned as ong^roup more 
often than).not. Application for d charter from the Division of Library Development 
was made on June 10, 1960. The first official Board of Trustees ch43fe for charter 
a^liHcation consisted of Mr. Gerard Seufert, President; Herbert Pa^, Vice- 
President; Mr. Henry Parry; Mr. DanieTshapi^ and Mr,. Sal Mulay. Ip addition, Mr. 
George R. Johnson aeted as TreasurejP^fjh<J^roup and Mrs. Minna Paul was selected 
to be Secretary wWh Mr. Herbert BcHTnTattorney for the Herricks School District, being 
chosen as advisor- to the Board. From the foregoing listing it is clear that some of the 
original push for a public library that had originated within the44amck* school was 
still of major importance in the formation of the library, with both Mr. Paul and Mr. 
Balin having school district cormoQtidK^s. Just for purposes of securing the charter, 
the Friends group was designated astti^<{j ^nds o f the Library: Albertson, Garden 
City, Herricks, Hillside Manor, R^slyh He^glTRpSeariTigtown It was not until June 
21, J960, that the Board officially chose the nam^ "Shelter Rock Public Library" - 
the brainchild of Mr. Herbert Paul. MV^ Paul's creation came from his knowledge of 
the local area and the past significance of "'Shelter Rock" which is a "natural stone 
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formation" some 600 feet south of Northern Boulevard near the street named Shelter 
Rock Road* Accfording to focal historical accounts, Shelter Rock provided a protected 

. spot for early travelers to rest as they trekked across the open countryside. Once, the 
name was agreed upon, the Frienck groufv led by Mrs. Sondrea Messing, alsobecdjrie 

' Frienck of the Shelter Rock Public Library* By July 11, 1960, shortly dfter his 
appointment as advisor to the Board, Mr. Balin was already reporting - "special 
legisjctfion will hove to be passed in orde/ to set up a library district." It was not 
long thereafter that the Board began in eqrnestJjoJfoJJowuthrough on the political 
steering of the library effort by inviting two contenders Jn the pending assembly race, 
to attend a Board meeting and outline therr plans for special legislation shouW they 
be ejected. The Friends group was also actively seeking contributions. One tech- 
nique for fund faisingjnvolved requesting local organizations to contribute $25 to 
the campaign. Each organization was also requested to appdint a library committee 
member to work on coordinating local efforts. Even every member of the Board of 
Trustees qhd of the Friends ComrOittee was asked to chip in $10 to the library effort. 
In fact, the zeal foi; fond raising and the ingenioi^s techniques used to gather finan- 
cial backing attest to the determination of the Friends leodership. By September, 
1960, the rSbnthly issues of the Library Bulletin were being mailed to every household ^ 
in the toriget ar^. Somehow in the midst of all the flurry over gettii^ the. library orw 
sound footing,, there was time^ueezed in to begin the first regular public library 
service to the district which consisted of a series of Saturday morning Children's ^ 
Story Hours held in different elementary schools in the area. Assisting with this 
undertaking was the'Children's Consultant frorn the Nassau Library System . The high- 
light of all the fund raising events was the house-to-hou$iB campaign which was or- 
ganized by Mrl Herbert Davison and involved the training and orientotlon of sizeable 
numberifiof volunteers. The ongoing push for a public library appeored debtined for 
success until the early months of 1961 when the special legislation bill was killed 
by the Asserpbly . Recovery from depression over tljAjiefeat of the legislation was rel- 

' atively swift, though as further study showedUhat a technicality involving the borrow- 
ing ppwer of the new district had worked to defeat the bill. And, In fact, as more 
becariie known about the process of getting a piece of special legislation passed, it 
became clear that opposition to creation of a special district library was surfacing 
vfrofn the Governor's office, the Attorney General's office, the New York Library 
Association, the Town of North Hempstead officials, the State Education Department, 
and the Comptroller. By May, 1961, Mr. Balin was outlining plans to "use the legal 
services of the State Education Department" q nd to sqek "prior approval" from the 

^tate Education Departtrient and the Comptroller'^ Department of Audit and Controls 
"before the legislature meets." The opposition of the Town officials to the legisla- 
tion was resolved through a "memorandum of understanding." dBvlously though the 

' legal technique and preplanning compromises were successfol fpr^by January 31, 1962 
the bill had gQne all the way to the ft#or of,the New York State Senate and by April 
30, 1962 Governor Nelsc^ Rockefeller had signed it i^to law. The first hurdle was 
behind the library planners at Shelter Rock but the future was not yet certain because 
the legislation required a vote of the district to confinn intent to estoblish and support 
a public library facility. The ^ecial^lection'held on June 30, 1962, presented the 



elected Board members with a clear mandate to begin the Shelter Rock Public Library; 
votes cast were 1,658 in favor, and 438 opposed; The five trustees elected on that 
day were Mr* Herbert Shalat, Mr. Morton Barrow, Mr* Leonard Peddy, Mr* Herbert 
Poul and Mrs* Sondrea Messing. Less^hijp a month after the election, the Board 
negotiated a 3*year lease for space in what had fprmerly been a drug^re. By the 
time realization of the goal of a Shelter Rock PubUc Library was definite,, the library 
had already been received into membership in the Nassau Library System. On 
October 1, 1962, Mr. Leonard Hammer was named Director of the Library and from 
then until March, 1963, the library was readied for the grand opening. The former 
drugstore required a substantial amount of remodeling and the collection itself had 
to be assembled and readied^ Contributing to all of this woik was the local Friends 
g[rpup. The official dedication ceremonies w^re held on February 24, 1963 and on 
March 4, 19^63 the library ihelf was opened ,for business. Growth years beyond this 
opening ^fciy record an interest in the children of the community expressed by hiring 
a full-time children's librarian in January/^ 1964. the second director of the Shelter 
Rock Public Library "(Mrs.' Frances Golub) assumed her duties in November, 1965 just 
in time to begin planning for the space needs of the library which were outstripping 
the size of the original leased building. A'wqre of the problem, the Boarrf started plan- 
ning for a new facility and began once again to inform their public, this time of the need 
for space. In recognition of the effectiveness of the materials designed for the library 
building campaign, the Shelter Rock Public Library was awarded an Honorable Mention 
in the American Library Association's Library Administration Division's annual public 
relations contest for 1970. in deciding upon the most, appropriate location for the new 
facility, an actual count of houses was made so that the site would be equidistant 
from al4 points in the uniquely shaped service area. The bond Issue results turned in . 
a vote of 2 to .1 for the new building and construction began. The design of the li- 
brary adds an architectural highlight to the area and was so recognized by being 
^awarded a Silver Award in the 1970 design competition sponsored by the Long Island 
Association and. the American Institute of Architects. The design .was created by 
Bentel and Bentel and was opened to the public on March 2, 1970. 

The Shelter Rock [public Library is open 60 hours a week the i^ajority of the year with 
the schedule being from 10 a.m. - 9 p^m. Monday, Tuesday and Thursday; from 2 p.m. 
- 9 p.m. Wednesday; from 10 a.m. - 6 p.m. Friday; from 9 a.m. - 5 p.m. Saturday, 
and from 1 p*m. - 5 p*m. on Sunday. During the summer months, on both Saturday and 
Sunday, the library remains closed. 

Thi& library itself is sfluftted at the base of the deep bend in Searingtown Road (a major 
thoroughfqire in the^Srea) in wh§^ might be call/ad institution row. Further north of 
the library is the Human Resources C^ter; next door to the library property is a VFW 
. hall and on the other side is a neighborhood park with a pond, and continuing around the 
bend^in the road is a Jewish synagogue. The property chosen ca the site for the new 
building then is removed from the main stream of shopping traffic thot frequents reasonably 
close shopping centers. The setting enhances the building and the surrounding grounds 
add an openness not often possible in the ever compacting county suburbs. Parking at ^ 



Shelter Rock is a real pleasure as the available lot provides sufficient space for sizeable 
audiences. If additional places are evei neecfed, the VFW is willing to assist with other 
parking facilities. 

From the side parking lot, entrance to tie library follows a concrete walk about midway 
down the length of the building to the main doors. Affixed to a pane at the enfryway 
is the nationally recognized safety symbol designating the facility as one accessible for 
the handicapped - i*e*, having door frames, water fountains, toilet facilities/ etc* 
designed for wheel chair use* There is a glass enclosed foyer leading to th^ public 
rest rooms {on the left), the meeting room (on the right), and the library proper (across 
from the ouHide entrance)* Both this foyer and the showcase area in the mcrfn library, 
directly in front of the circul{Jtion desk, have an attractive rock flooring and distinc- 
tive lighting plus w^ll-placeS potted plants to add eye appeal and interest to the li- 
brary experience* To the l^^^f the showcase area W the Children's or Juvenite section 
of the library which is chamW^* The rich wood tones of the interior are accented by 
window placement and brij^t carpeting and furnishings* Two Japanese kites from a 
previous exhibit flutter in the central air drafts and add a feeling of life tq the atmos- 
phere* The clever window box seats in the picture book area have appeal for all, 
even the young-at -heart* In the far comer of the Juvenile section is a U-shaped 
story hour room with stqir-step carpeted seating for the youngsters. Across the room 
from this story hour drea is the Children's Librarian's office which is draped for some 
privacy, although one glass wqll does make the cljildren's area of ways supervisable* 
To the right of the entrance is the young adult area which, while housing young adult 
materials, is coming to be used as the site for Informatibn and Referral headquarters* 
Following along the outer wall from the young qdult area is the recent periodical 
storage section and reading lounge, rather secluded in a y/ing not supervisable from 
the main circulation desk* Between this lounge area and the large section of carrel 
seating, the reference collectionjs housed* A conference room for small group dis- 
cussions is situated between the carrel area and the art and music shelving and study 
portion of the main floor. Along the far wall of the a^Iult section is a sizeable area 
of shelving for adult fiction ancl non-fiction that can Easily accommodate future 
collection growth* Right \x\ the center of the adult section, there are tables and 
chairs and lounge furniture for reading and study, the vertical files, some listening 
areas, and staff desks for Art and Music and for Referehce* Across from the Young 
Adult area is a glass enclosed conference area th<at contains the framed print collection* 
Directly in front of this memorial/conference arpd is the card catalog. To the right 
of and behind the circulation desk is the Adult Services office which functions frequent- 
ly OS the mam reference desk* Passage Ihipugh the Adult Services office l^ds to the 
main workroom area which is two-stoiy with an open well on the second level* The 
Director's office, the Business office. Technical Service operations, data preceding 
operations, the delivery entrance, staff rest rooms, etc* are all found oa the first 
level wotkarea* On the second level, the staff lounge area, storage of older periodicals 
custodial quarters, the Chief of Technical Services office, etc* are located^ 

From the foregoing information on the historical bdckgnound to the creation of the 
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Shelter Rock Public Library and the present facility it almost appears that the citizens 
of the Shelter Rock special library district have experienced a "dream-come-true." 
This survey will deal v/ith aspects of the present operation that can be expanded, ' ■ 
modified, or perhaps restructured to further enhance v/hat is a solid, some would say 
model, public library toid will also spend s^e time elaborating on the present 
operation and its strong points. 
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THE LIBRARY'S BOARD OF TRUSTEES 




rustees for the SheJtar Rock Public Library are elected by the qaqjified voters 
of tne Special Library District served by the library. The first election of trustees 
occurred on June ^G, 1962 with five individuals being cTwsen to serve. Since 
rtxat date, there fias beejn an election for one trustee continuation or replacement 
held each yea?. Eqch elected Board member serves without remuneration for a 
period of five .years. The five member Board is guided by the dictates of the "Shelte 
Rock Public Librdry By Laws" which were adopted on August 27, 1962. 'One of the 
few amendment? made to the "By Laws" over the years concerns increasing Board 
meetings fropi a quarterly arrangement to a schedule of meeting on the fourth 
Wednesday d^f each month. Board meetings, are held at the library and are open 
to the public. There are two officer positiops on the Board — President and Vice 
President — that are annually filled by vote of the trustees ("at the first me^tiija 
in Januqry, cqmmencing 1964"). In addition, the Board also annually "designates" 
the following Board officers: Clerk, Counsel, Secretary, Treasurer, and Assistant 
Jreasurer. The "executive officer of^the Board" is the Director of the Library and 
this fierson, as all other Board officers, is in attendance at "all Board meetings, - 
except executive sessions." The "By Laws" provide for the establishment <3T four 
standing committees within the Board Budget, Audit and Control, Housing, and 
Public Relations. ^ , 
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Comparing the present Shelter Rock Public Library "By Laws" with samples provided 
in Virginia G. Young^s The Library Tru^ee; a Practical Guidebook (p. 197-200) 
and also in the Library Trustees Foundation of New York State's (now known as the 
New York State Association of Library Boards) "Recommended Form of Bylaws for 
Library Boards," iridicates that some modification of the presets "By Laws" might 
clarify some items and elaborate on others, thus creating a very up-to-date,' workin 
document. Some of the Items that should be considered for inclusion in the Bylaws 
are: 1) an article dealing with "Management" and listing the terms of office for 
Trustees, how vacancies on the Board are filled, and possibly outlining the number 
of terms any one board member can serve consecutively, (it should be stated that 
limiting Board terms would be a voluntary act not mandated by New York State law 
but nonetVieless considered good practice for fairer representation.), 2) an article 
concerning the "Director" and detailing matters of appointment and duties, and 3) 
elaboration on the function and responsibilities of the standing committees with 
creation possibly of one more standing committee a Personnel Committee. The 
present practice of not allowing the Director to attend execufive sessions should be 
reconsidered also. According to Robert's Rules of Order RevisQd ( c. 1971), it is 
"a general rule that no member should be present in the assembly when any matter 
relating to himself is under debate." (p. 182). Consequently, if the Director's 
salary, for instance, became a matter for debate, then in this executive session 
exbmple, the Director would not be present but in other executive discussions, the 
Bylaws should conform to the suggestion contained in the "Recommended Form of 
Bylaws for Library Boards" which states — "The Director shall attend all meetings. 
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may participate in the ^iscussion and offer professional advice, but is denied a vote 
upon any question." Lastly, with the recent^publication of the ALA PublicTib 
Association's "Goals and Guidelines for Community Library Se rvice s^ the Board 
should consider encouraging potential Trustee candidates who would futfUjlhe recom 
mendotion that — "The governing bodies ^f the community library services adequately 
reflect the age, racial, ethnic, religious, and economic makeup of th6 community 
served. Young adults should be included in the composition of library boards." 

Major concerns of the Board of Trustees during calendar 1974 (as recorded in the 
Minutei of the Board meetings) were: 1) implementation of two new services — 
8mm film collection and Information and Referral program, 2) added hours of a 
opening on both Wednesdays and Sundays, 3) procedures involved with the change- 
over to the automated circulation control system, 4) but I ding, matters — warped 
doors^ humidifiers, fire drills for staff, etc., 5) energy conservation, 6) vandalism, 
etc. From all indications the Board is alert to changes for improved service^n the 
Community and prompt to act on the library's behalf. Present members of the Board 
include: < 

Mrs. Sondrea Mesiing, Ptesident ^ ; , . 

. ' Mr. Morton Barrow^ Vice President 

* • Mr. Charles Lesser^ Trustee ' 

Mr. Leonard Peddy, Trustee 

Mr. Herbert Shalat, Trustee 
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LIBRARY STANDARDS - A FRAME'OF REFERENCE' 



Determining how well a particular public library js fulfilling its role in the community 
and among the public library community at large is presently dependent to a great extent 
on standards set forth by the national professional library association - i .e • the American 
Library Association* Standards coming from ALA have been seen by many as the criteria 
of adequacy but in 1975 ALA's guideposts are woefully outdated and provide only skeletal 
assistance at best. ALA's public library standards, still in wide use, were devised some 
19 years ago and although some minor revisions h'qye taken place over the years, the 
changes never reached the accelerated growth rate of public libraries nationwide which 
were spurred on by LSCA monies, by state monies in.Tnany instances, and by the rising 
expectations of Americans middle classes toward governmental services. As a result, the 
need for revised standards has been of major cQnc€^^fn in the association for Some years 
and fortunately, this past year some progress towar^[.T6visio5^as surfaced. For example, 
in the fall, 1974 issue of RQ (a library science perf^dical) the tentative draft of the 
guidelines for reference service as proposed by the Reference and Adult Services Division 
of the American Library Association was outlined. The latest. document to appear is the 
"(^oals & Guidelines for Community Library Services"j5ortitructed by the Goals, Guide- 
lines and Standard^ Committee of the Public Library ^^sg^tion Division of, the American 
Library Association. Both of these statements vAW beV^^rred to in the pages of this 
report but they represent preliminary documents that ore ground laying exercises for the 
complete revision of an ALA public library standards stateK)ent thus mandating reliance 
on the standards that do exist while fully aware of changers to come,. 



For the purposes of this study the following tools were used to obtain currently accepted 
standards of measure: ' . -^ 

Minimum Standards for Public Libtj^y'Systei^b * 1966^ 
Published by the American Library^ssociat^orr. Chicago. 

Statistical Standards. Addenda to Minimum Standards for Public' Library Systems, 1966 . 
Published by the American Library Association. Chicago. 1967. 

Wheeler, Joseph and^Goldhor, Herbert. Practical Administration of Public Libraries. 
New York* 1962. Harper and Row . C . ^ 

Interim Standards for Small Public Libraries . Guidelines Toward Achieving>the Goals « 
of Public Library Service . Published by the AmericanHibrary Association » CKicago. .1962 



Tajjlesj and2 on the following pages givo a numerical picture of the present condition 
of the Shelter ftock Public Library and als^) offer some indications of future planning 
needs of the library tied to the 1985 population projection figure - 33, 180* The pro- 
jected figure of 33,180 is based on severcl assumptions, not the least of which is the 
fact that the 1974 "actuaT' population figure of 30,000 is only a calculated guess of 
the true population within the special district • Using the 30,000 figure plus applying 
the calculation' contained in the LILCO Population Survey, 1974 which projects a growth 
rate of 10,6% for the Town of North Hampstead between the years 1970 and 1985, the 
figure 33, 180 Is achieved . At best this projection is only an educated guess, consequently, 
It will be up to local library planners to be alert to population changes in the next few 
years that might require a revised estimate* All indications in 1975 seem to be that Nassau 
County has slowed considerably in overall growth so that the 10 •6%e5timated growth rate 
may not be reached in the next ten years. Lines ^and 2 of Table 1 are selected from ^ > 
standards available and widely used and are recorded...graghically to offer some concept 
of the changes^ in budget, library holdings and additions to staff necessitated by increas- 
ing service qrea size , In contrast to the recommendations from. lines 1 and 2 , the foflow- 
ing lines (3 and 4) outline the actual oveioll picture of ^^^elopment made by the Shelter 
Rock Public Library in 1970 aid again in 1974, as taken from figures on the annual report 
form submitted by the library tVthe State Division of Library Development. The one re- 
maining line on Table 1 is included for planning purposes so tKat the library Board dnd 
staff can proceed to construct goals for continuing library development . 

Just a quick once-over of Table 1 shows that Shelter Rock has been doing quite d |ood " , 
Job in all areas except for annual circulation per capita which falls below the suggested 
standards. That in itself is something of a paradox in the field df librarianiship for mony 
are staunch supporters of the premise that given a reasonable budget, adequate staff, 
attractive facilities, and a substantial book collection, a library can anticipate a high 
rate of circulation. Clearly, from the information in Table 1, there are other factors 
that influence circulation statistics . An example of an often mentioned problem that 
concerns the library staff and could be a factor in the circulation statistics is the "lack of 
identity" Shelter Rock Public Library suffers due to its jurisdictional base - i.e. a special 
district for library tax purposes only . It is quite possible thgt many of the older public 
libraries in the nearby area continue to receive patron traffic from the area now served 
through the special district library Old haunts and established shopping ^patterns will not 
be easily dissolved merely because the' Shelter Rock Public Library now exists* This 
identity problem though is only one pf several possible problems that could be contributing 
to a circulation per capita short of expectations. One feature of Table 1 tftat should be 
of great pride to the Board andjibrary planners is the hefly bydget, increase that hds occurred 
between 1970 and 1974. Communication between the funding powers and the library 
Board is apparently at a high level'. Even with the increases between 1970and 1974^though, 
Shelter Rock did not falLabove the $15.69 Nassau County public library average per capita 
expenditure. Since this survey \vill deal at some length with staffing patterns and needs, it 
should be. noted that present staff full time equivalents (23 ,4) are above the suggested 
numter for 'staffing a library facility serving some 5,000 more people than Shelter Rock no^ 
serves. Whether or not this extra staff is a neceSscvry componeut at, Shelter Rock cannot be 
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determined [u$t by a surface look at the f;g\ires in Table 1 . To a large extent the required 
staff is not only related to population served but alSo to the level of service provided . . 
.With Shelter Rodk branching out into specialized service areas such as Art an^ Music and- 
Information Referral^. the rllxasic staff requirements must ^)e adjusted to provide added ^ If 
coverage . Before leaving Table 1, it would be well, to glance at the recommendation , 
for*the size of the book collection needed to serve the anticipated 1985 Shelter Rock 
population (99,540 vols*) . Only 2,601 m-ife^ volumes are needed to reach that suggested 
collection size , Now is the time for planners at Shelter Rock to make a serious Q\m^\ 
to hold the collection*? size below the 100,000 volume mark, relyir^ always on a strict 
policy of thorough weediog, emphasizing currency, and usir^ interltbrary loan backup 
for research depth that would otherwise expand the collection's siz6"<md upkeep out of* 
proportion to the district's size • - ^\ 

The next Table in this series - 2 - is a chart of "space requirements" for public library 
facilities compared with the existing^ strijcture that how, houses the Shelter Rock Public 
Library • More than anything else. Table 2 reflects the care in planning for the future V-«» 
thajf went intq the new facility which was open to tlie public on March 2, 1970. There 
Is growth space allowed for in every area - shelving space, reader space and staff work- 
space . In fact upon taking a tour of the Shelter Rock focility the only area that appears, 
to be p/oviding space problems is the staff workroom and surrounding office areas* Here 
the problem c^i be tmc^dta seyeral contribiSJuog factors including l))the lack of regularly 
assigned duty ar^e floor^S^W- children's, young adult, art and music, <^nd reference 
(librarians are gen^^Hy on ca[rt?Nt{Te w^rk area rather than physicaU)|^ at the, floor desks)^ 
2) traffic flow In theN^rkroom itself which leads to much coming and goir^ and tlierefore. 
causes feelings of crowdJl^ and confusion, and 3) assignment of priority space to storage 
that could be reduced or Compacted . From all appearances, the abundance of space^in 
the new facility has permjitted a freer use of staff workspacie than can be continued in the 
future if the more \hoq adequ^ floor allotment is not soon fo be depleted. A major move 
toward alleviating the staff worfesMce crunch would Involve shiftinp the librarian's base 
of operation from the wSf^rom arebs^o the public floor desks - a subject^that will be more 
fully explored in upcoming cttopters . X 

Tables 3 and 4 are reproduced copies orpages from the latest edition of Public and ' 
Assobiation Libraries Statistics - 1973, a publication of the Division of Library Development, 
and are included to provide an assessment of the status of the Shelter Rock.Public Library in 
relation to other public libraries servjng similar populations in New York State. Several 
other Nassau Library System members are included within the Tables: Baldwin, Garden City, 
Syosset, Port Washington, Franklin Square, Rockville Centre, North Bellmore, Glen Cove, 
Bethpage, Lynbrook, Hewlett-Woodmere, Hillside, Island Trees, Mineola, Roslyn, Seaford,' 
Westbury, AAerrick, Plainedge, Floral Park and Wantagh . By looking at the column on 
Table 4 headed "Adjusted Operating Excluding Capital Per Capita" it is clear that Shelter 
Rock's per capita of $13 .40 Is considerably above the majority of the other listlrgs and 
falls below only ten. Since so many unknown factors would need to be considered to gain 
^ny worthwhile analysis from such a state-wide comparison, the information is included for 
background only. Some of the unknowns In this instance, would fee whether the libraries in 
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the comparison qre urbq\iy rural, or suburban; whether some of thlTllSrxiries receive un- 
listed support th^it woujlcTte reflected in cfher agencies' budgets sucft as rental fees, \ 
grounds mainteixince e)jpenses, or employi e benefits that might appear in the overall 
city/tJrvillage ^udget and not in the librae's budget; whether the libraries are schoof 
district^,- villagov special district, association, etc r , 

yab|es^5 and 6 were composed of fiaures derived from tine Annual Reports submi#ed 
Shelter Rock during the five year period from 1970 - 1974* From these figures it is . 
possible ta trace for a short span the recent growth pattern of the library Just as a 
point of reference, the "Total Income" column is taVen from DLD Code I? on the Annua 
Repoi;t fornf^Ond is li^ed there as "Total Operating Receipts, Balance^ and Transfer." 
"Total Expenditures" represents DLD Code 52 on the A^t^jual Report form andjs listed^ 
there a$ "total Operating Disbursements^." Consequently, capital expenditures, cash 
balances, and transfer were not included as part of ^e operating^ud^et,. Beginning 
wirh the Total Income column, the figures show five years of s^ady progress resulting 
i^ a gain in income of 37 •92%* At the same time tliough there occurred a rise in ex- 



penditures equalling 60. 89%, No problem has yet developed in thejncreasing size of 
Vearly expenditures due largely to the facf that the library hcis consis^ehtly had a sizeable 
balance each year. At the same tim0 thai expenditures were fising at o^i^j^ate, the 
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library materials budget followed suit^at t'le overall rate of growth, of 19^lH©fc irrftve 
years. The librai^materials budget has njt blossomed under the same steady increoses 
that have charactenWl the income allocations, however". iNjote particularly the drops 
in the library materials budgets during bolH 1971 and 1972 that are reflected iq thejower 
.acquisition figures during the same two years. Certainly, it seems clear that a large 
percentage of the increasing expenditures went to defray the cost of increases in available 
rnanpower . From 1970 to the end of 1974 some 10,040 more staff hours were added to the 
pdy schedule to boost personnel hours some 28. 21%. ^Certainly, part of the additioN^I 
personnel was added to cover f?^the increase in hoi((^ open that went from 50 per week 
to 60 per week, a 20% increase /Mn response to alLc^f the increases in available income, 
expenditures'^ library materials funds, staff hours, and hours open - circulation rose overxill 
by some 6^49%. The increase in circulation ^tatistics has not been of a totally steady ^ 
nature though, for in 1972 and 1973 there were ^drops in circulc^ion figures from the previously 
achieved high of 1971 . Although it would be difficult to say with certainty, there is every 
possibility that the impacf of the new building's presence only beg Wfo level off in 1972 
and consequently in thtft year circulation fell . The rising circulation statistics of the last 
few years should be encouraging to the staff at Shelt^njiock . It is interesting to note that 
the NLS circulation control system used Ot Shelter Roc^ {providing monthly statistical 
data on collection circulation breakdowns that should offertlues for future purchases and 
provide a check on community needs and community response . If libraries are to compete 
in the present tight social services areoa, then they must be prepared to gain further know- 
ledge about the marketal^ility of library materials . It does appear that the planners at 
Shelter Rock are usirg all the tools at their disposal to concentrate on thfs area of collection 
development . One aspect that greatly enhances marketability is currency and currency is 
partially ckt^o weeding . Apparently since the collection at Shelter Rock is relatively 
new (beirg eswBtished in 1962), there has been little weeding to date. The large with- 
drawal figure recorded in 1974 reflects' information gained through the recently c^pleted 
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inventory of the Shelter Rock collection which indicated numerous missing and lost items- 
Even in 1974 with the losses of the pdst several years recorded, thetSrwas^only 6.02% of 
the total collection withdrawn. Recomnlendatlons for yearly weeding stand at the 5% 
level and are designed to encourage and emphasize currency !n public library collections. 
Previous to 1974, Shelter Rock did not even achieve the 1% discard level with .7% of the 
collection discarded in 1970, .6% in 1971, .4% in 1972;^^and .5% in 19^. Certainly 
more time ijnust be devoted to weeding before the collection is cloudeql by worn and dated 
materials. ' ^ v * 

To summarize, the total budget has risen 37.92% while expenditures rose far more 
rapidly at 60.89% and library materials profited by a gain of only 19,02%. During the 
same five yeor period, staff hours increased 28.21%, hours open rose 20% and circulation 
, responded to all these encouragements with a 6.49% increase. 

The last table in this chapter Incorporates statistics gathered from the seven libraries 
above and the seven libraries directly below Shelter Rock in the population column of 
Public an4 Association Libraries Statistics - 1973 (see Tables 3 and 4, referring to the 
libi%iQ.$. in bracSkets) . As previously mentioned, ^he statistics from this publication are 
usefiitos benchmarks only since far too little is known about each individual library for 
valid comparison purposes. Table 7 in no way substitutes for any standard statement.. Just 
a brief took at the figures in Table 7 shows that the Shelter Rock Public Library surpasses 
the average of the 14 New York pubjic libraries with which it is beir^ compared in all 
areas except hours open per week. And as later reports Indicate, Shelter Rock has increased 
its hours of access to 60 weekly . 

With this statistical background, a fbundation has been laid upon whigh the following 
chapters will build. * 
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A'terpber/ Nassau Library System * 

Taken from Public and Associatfon Libraries ftatistics/1973 {latest available) 
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SHELTER ROCK PUBLIC LIBRARY 



*CalerKlar year information as taken from the Annua! Report of the library to the 
Division of Library Development • ^ 

Q *^xclude$ capital expenditures, cash balance and any transfer. 
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Statistics 1970 - 1974 




Table 5 


Year* 


Total Income 


Adjusted Total 
Expenditures ** 


Library .Materials 
Budget 


Staff 
■ Hours 


1970 


$492,539 


$253,332 


$62,113 

* 


35,590 


1971 


449,774 


254,494 


46,269 ^ 


37,620 


1972 


473,210 


297,015 


53,111 


41,336 


1973 


508,705 


. 354,345 


71,975 


41,650 


1974 


552,600 


407,60V ^ 


73,927 


45,630 



Table 6 



Year* 


Total Holding's 
66,114" 


ArWed 


Withdrawn 


Circulation 


Hours 


1970 


10,427 


484 


205,840 


50 


1971' 


73,506 


7,834 


442 


213,280 


53 


1972 


81/445 


8,307 


368 


203,799 


53 


1973 


93,431 


12,543 


557 


210,740 


53 


1974 


- 96,939 


8,7S2 


5,844 


219,208 


60 
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Circulation 
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Tdble 7 



.Shelter Rock * Average of 14, Libraries* 

* 

Population Served ' < 30^000 -30,561 

f 

Hours Oppn Per Wee^ 53 • • ; 73.5 

Staff Time AvailableAear ' ^,250 ^ 33,i7B ' , 

Expenditures ^ ' , ' 

Total $402,275 $257,055 

Per Capita $13.40 $8,50 

Library /yfaferia Is . $71,975 • $38,825 ^ 

Per Capita ' $2.39 $1.33 

Salaries ' . j^22 1,910' - $169,833 

4 

Collection 

Volumes 93,431 - 71,453 

Per Capita . 3.11 ' 2.36 



Total 210,740 - - . 193,456 

Per Capita 7.02 6.37 



*Based oh Public and Association Libraries Statistics 1973 
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PERSONNEL UTILIZATION 



On March A, 1963 the formal opening of the newly created Shelter Rock Public 
Library was held. According to details from Origins of the Shelter Rock (New York) 
Public Library y this special district opened with a staff composed of one librarian 
and two part-time clerks in addition to soipe assistance from volunteers in the 
community. On the 1974 anilual report form sybraitted by Shelter Rock to the 
Division of Library Development there were 25.9 F.T.E. stafiF or about^40 individual 
workers to perform varioujs phases of the library job from professional librarian to 
custodian to page. In a span of slightly over twelve years. Shelter Rock and the 
administrative planners on the staff have had to adjust from the most simple form of , , 
organizdtion to a far more complex scheme that should allow for efficient handling 
' of the library's operations, provide for staff motivation, include flexibility for varying 
talents and personalities, etc. in essence the assignment^of creating the most desirable 
organization breakdown is far from easy and has been presenting itself in the mjdst of 
immense changes including — moving the library to a new buildirig, phasing in the 
on-line circulation control system, etc. Accordir>g to the Director, real plannir>g time 
to reflect arKi reconsider the pattern that has grawn up during these rather topsy-turvy 
times IS only now presenting itself — which makes it most appropriate during this study 
to pause a bit and examine the pattern that is now opitrational at the Shelter Rock , 
Public Library and attempt to determine if the present sh^cture is the mqst desirable^or 
management to accomplish the library's goals T . ^ . 

. SPAN OF CONTRpL' 

%. - 

t 

« f 

The outline on the follovving page shows the present staff organization chart at the 
Shelter Rock Public Librdry as determined by response to the staff questionnaire com- 
pleted by^each employee (see Appendix C-l). From the chart, it is apparent that eight 
staff members report directly«to the Director. Although there are few 'Maws" of manage- 
ment which jiave any ironclad scientific proof, there are basic principles pf management 
which should be considered in establishing or changing organizational and management, 
structures. One such principle concerns the "span of control" that is deemed most 
desirahAe and efficient for the majority of managers. This principle proposed by 
LyndJr F. Urwick in 1938 states — "No superior can supervise directly the work of* 
more^than five or, at the most,..Asix subordinates whose work interlocks." The key phrase 
here of course is "whoie work ihterlocks.," At SheJter Rock, due to the present structure 
of Technical Services primarily, all eight individuals have areas of responsibility that 
do touch upon occasion. In devising possibilities for a revamping of the organizational 
.structure to alleviate the wide span of control that encourages lack of supervision in 
some areas and creates an unnecessaiy sense of urgency and pressure and generaljack of 



time for follow through on the part of ^he Direct^x and thus down the entire chain of 
command, several fcfctors should be^arefully considered* 

DEPARTMENTATION B Y JOB CLASSIFICATl^jN 

I ' 

Looking once again at the present organization chart, a rather unique division of 
work is evident. Granted that most public librdries would contain staff slots for 
Adult Services and Children's Services as well qs the staff positions — se>;retar/Vo 
the Director, senior account clerk (or bookkeeper) and custodian. In the case of 
diyision of work between Adult and Childrerr"^^ Services the organization is set up 
along Junctional lines. But there the pgttern falters because two of the three remain- 
ing positions (i.e., clerical supervisor and ^ge supervisor) are not based on functional 
departmenfation but are apparently based $c^ly on position classification. That is to 
say the a "heod" page supervises alT pages (pxcept for those pages who are assigned 
desk duty) and q senior clerk oversees all clerical functions. In actual practice though, 
the senior clerk is so situate physically as jfcoJTKike it virtually impossible to supervise 
clerical personnel in the work area while a|,the same time working on interloans at the 
circulation desk. As things appear to operate "then, the senior clerk is actually only 
supervisor for the circulation desk. (It should be stated that the position of senior, clerk 
has been in somewhat of a flux during the rtlpnths of the survey with the retirements 
the fonper clerk and the slowness of civil service procedures that have delayed appoint- 
ment of any but a temporary staff member for. the vacancy). In discussinc| the job with 
the. retiring senior clerk, yllFwiiffurther leartied.that actually the supervision of the 
circulation desk is left primarily to the already trained circulation crew and requires 
little if any work on the/part of the senior 4®^* Rega^dl^ of what has been though, 
with a change in personnel, the position as^own on the staff organization chart could 
mean that responsibility for all clerical supervision wouldbe delegated to a senior clerk. 
In fact if the chart >(s taken one step further, it is also rather appdrent that the supposedly 
functional separation of adult services^and children's services is not entirely accurate 
either. In most public libraries'*(probably due primarily to feelings of inadequacy on the 
part of the other professional staff) children's services perform in a rather separate way 
from the rest of the library's operation. Suckis also the case at Shelter Rock, leaving 
the Head of Adult Services in charge of every|^9H!^<?r professional librarian, in the library. 
The result then is (If children's services are exclu^ from consideration) that the basis 
for structural organization at Shelter Rock Public^ wbrary is job classification. Three 
positions in effect contro^ the overall service operation — i.e. page supervisor, clerical 
supervisor, and professional supervisor (Head of Adult Services). So the question becomes 
IS departmentalization by job classification efficient and the best meons of proceeding in 
an orderly fashion to operate a public library? 

From observations made of the operation at Shelter Rock on a moderafely i^^day - the 
answer has to. be - No, departmentafion by job classification is not efficiemlnor effective 
so long as one department (for example, the professional librarians) has to^^^ upon. 
. another department (in this case, pages) to assist and facilitate the work of^the first 
department. Comments coming from the staff questionnaires support the observations 



made, with several staff members concerned about undeaitiiization of staff time and 
talents, other apparently demoralized by a lock of status (principally evident among 
professional staff possessing advanced degrees in library science) that occurs when 
attempting to get even minor jobs such as book shelving occomplished, and comments 
from almost all categories 6f workers concerning the abundance of work to be done 
and the lack of time and organization to accomplish it. All three comments support 
' the belief that thie present structure of.organization of the Shelter Rock Public Library 
does little to facilitate efficient working operations. 

RELIANCE ON PART-TIME POSITIONS. • 

There is another unique feature of the Shelter Rock Public Library that needs further 
examination and that feature is the heavy dependence made upon "part-time" hejp to 
jocComplish the library's tdiks. Full time professional staff occupy only 4 positions - 
i,e., Director, Head of AdDit Services, Head of Children's Services and (one) 
Reference Librarian. The remainirijg staff professionals (six) are all part-time workers 

with most spending 20 hours a week in the library* 

* 

From talking with the Director, there are apparently two main reasons for reliance^on 
part-time professionals - ,1) coverage of hours open and 2) the variety and talent that 
two separate individuals provide in contrast to one personality* In other words, one 
often attractive facet of part-time help - i.e., the savings realized by not paying 
employee benefits - is n6t a factor at Shelter Rock since part-time professionals do in- 
deed receive benefits which make part-timers rather expensive. for Shelter Rockt 

I 

In determining whether or not the present staff pattern is effective, it seems important 
to know of Iwo comments that recurred among a majority of the working staff. First, 
the question was asked of each professional - "does the part-time nature of your schedule 
have an effect on the particular job you are assigned (whether that job be young adult 
work or program planning or talking book service, etc.)?" - and the consensus was, that 
from a professional point of view, part-time work deprives each librarian of the opportun* 
to get well acquainted with the community they seek to serve, deprives each of enough 
hours to accomplish any 'Specialized assignments opart from general reference wc||fc, and 
adds a degree of frqgmentatipn in ongoing tasks that is frustrating at the very least. 

To cite one very specific example of the effects of the part time work pattern, the Young 
Adult Librarian has had a normal schedule as follows: Monday, 5-9; Tuesday, 10 - 2; 
Wednesday, off; Thuriday, alternating 9:30 to 1:30 or 9:30 to 5:30; Friday, 10 - 2, and 
alternating Saturdays, 1 - 5» Such a schedule unfortunately has meant that the YA 
librarian is not present during the majority of the time when young adults use the library 
(statistically shown to be from 2 or 3 until 5 and from 7 until 9 at niQht). On an average 
the Young Adult Librarian is present only 6 or 9 hours q week of her 20 hour work week 
when young adults generally are in abundance in the library. If each librarian sees and 
works with only a portion of the population they are attempting to serve, it stands to 
reason that the quality and vigor of the service program suffers^ Fortunately, for the 



young adulh of the community, a newly conjpiled schedule will go into effect September, 
1975 and under the revised plan, the Young Adult Librarian has been assigned more than 
20 hours a week and will be working on two days (Monday and Thursday) from 12:30 until 
9 so that more YA librarian - young adult contact can be assured. Her schedule however 
is still Tar from ideal since on Tuesday, Wednesday, Friday and every other Saturday, ^ 
there will be no young adult librarian on hand to work when teenagers are in the library. 

* 

At the some time thpt almost everyone was in agreement about the disadvantages, from 
a professional standpoint, of part-time work, there was unanimous consent that, from a 
personal standpoint, the part-time arrangement is ideal* It may then finally b,e up to the 
Board ond Director to decide which issue takes priority - library service or employee 
lifest/les* Somewhere th?re should be a workable compromise that will not favor either 
possibility to thie detriment of the otljer^. ^ 

SCHEDULING 

The second comment that deserves some space is the concern for the confusion that is , 
frequent when staff is ill or away on vacation - again a comment not limited to one or 
two staff member? but repeated by almost everyone. In discovering why the problem is 
such a frequent rriqtter for concern, consider the many items that a schedule must 
accommodate - ' * > \ 

Njght and Weekend Oper>ings - . " 

Scheduling professional staffs as in many libraries, js rather difficult at Shelter Rock 
since the least desirable hours to work, for those with families and in genera! for every- 
one, are in the evenings, on Saturdays and on Sundays. In addition, it has become 
somewhat of a tradition at Shelter Rock for the professional staff to tie assigned only 1 
night a week and every other Saturday. Since there are four nights (Monday, Tuesday, * 
Wednesday, Thursday) a week that the library remains open until 9 p.m. and oa these 
nights, an attempt is mad e to have 3 professionals on duty, there would be a need for 
12 librarians just to cover the night shifts if each librarian had only 1 night a week to ' 
work. Since there are only 6.41 F.T.E. professional staff to idrdw upon for thejiight 
duty, it becomes obvious that several librarians are in fact working tv^o nights a week. 

Off-the-Desk Duty / . 

In addition to having enough professionals to cover for open hours In the evening, there 
should be consideration given to providing time away from desk duty for ongoing projects 
like selection, weeding, preparation of bibliographies, pamphlet file organization and 
acquisition, etc. Some have estimated that a reference librarian needs an hour scheduled 
for '*off-desk" duty for every three hours of desk or floor duty scheduled. Latfer in this 
report there is also the recommendation made that a percentage of some of the professional 
lil?rarians" v(orkweeks (including Children's Librarian, Art and Music Librdrlqn, Young 
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Adult Librarian, Outreach - Talking Book Librarian, Head of Adult Services) be , 
devoted to participation in community eveojs and programs and community liqison wrk 
outside the library's walls. \v 

Vacations, Coffee Breaks, & Unexpected bV^j^^ -^ , 

In order to allSw for the many times workers will in fact not be on the job, it is 
estimated that for every hour of desk coverage required, two hours of professiorKil 
assistance must be jal located. In other words, with vacations, births, deaths, sprains, 
coffee breaks, off-desk duties, etc., it can be assumed that each professional staff 
member will be on hand only half of their annual working hours to physically man 
public service desks. 

Staff Shifts 

To complicate matters even further, at Shelter Rock a rather unusual number of possible, 
staff shifts has also developed, so that on any given day there will be professionals 
working one of six possible shift combinations: from 9;30a.m. to 6 p.m., from 9:30 a.m. 
to 1:30 p.m.,. from 10a.m. to 2 p.m., from 12:30 p.m. to 9 p.m., from 2 p.m. to* 
6 p.m., or from 5 p.m. to 9 p.m. Since shifts should -be designed to position workers as 
peak usage occurs, the existence of six different shifts woi^d not be considered excessive 
if in fact professjortal staff was available when patron traffic was greatest. The following 
table was constructed from the proposed staff revision schedule slated to take effect 
September, 1975 and should be useful in determining if the present schedule allows for 
peak usage periods : 



Number 


of Professionals 


Assigned pei 


• Hour Beginning September, 


1975 






Mon. 


Tues., 


Wed. 


Thurs^ 


Fri. 


Sat. 


9 - 10 


/5 * 


- n ■ 


/I 


/4 


/4 


4** 


10-11 


5 


3 . 


2 


4 


5 


4 


11-12 


. 5 




)l 


4 


5 


4 


12 - 1 


5/8 * 


3/6 


2/5 


4/5 


5 


5 


1,-2 


8/6" 


6 


5 


5 


5/4 


4 


2-3 


6 


6/5 


4 


5 ■ 


4 


4 


3-4 


6 


5 


4 


5 


4 


4 


4-5 


6 


5 


A' 


5 


4 


■ 4„ 
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Number of Professionals Assigned per Hour Beginning September^ 1975 (cont'd.) 



Mon. 
6 

3 



» Tues. 
5 
•3 
3 



Wed. Thurs. 



4 

3 - 

3 ■ 



5- 6 

6- 7 

7- 8 

8- 9 
Coverage 
jnoming 
afternoon 
evening 



* indicates a schedule change on the-half hour 
** 3 employees report at 8:45 



7 
3 
3 



Fri. 
4 



Sat. 



5 
6 



3 
5 



2 
4 



4 
5 



5 
4 



4 
4 



According to the statistical analysis completed by the Rutgers team for Shelter Rock, 
peak usage occurs between 12 and 5, p.m. But 'this conclusion is based upon a. rather 
^skewed picture of usage since one Saturday and two weekdays were examined together. 
Traffic patterns on Saturdays differ markedly from those of weekdays and it would 
therefore be of benefit if the library staff would repeat the usage study to help clarify 
scheduling needs. From the data already available though it appears that some re- 
shaping of the schedule is needed to allow for 1) greater coverage at night (particularly 
during the school year) and 2) less coverage during the morning hours and perhaps during 
early, afternoon. 

Number of Staff Required • • 

Another item of importance that can be found through using the table on professional 
staff scheduling is that roughly 260 hours of professional help is required per week to 
man the public service areas. If the prediction that staff will be cfvailable only half 
of their working hours for public service duty is correct, then there should be fourteen 
full time equivalent professionals scheduled to cover the outline on the preceding table. 
However, Shelter Rock Public Library is operating with only 6.41 F.T.E's. Without a 
doubt, this low staffing pattern in relation to staff coverage expectations is a primary 
factor contributing to the difficulties en9ountered when illness or vacations interrupt 
what seemed a workable plan. 
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REVAM>I NG THE SCHEDULE 

At Shelter Rock tHere appears to be a need for some reworking of the present professiorwl 
staff scheduling. In restructuring, it is recommended that the planners consider: 

1 . elimination of the proliferation of shift options - two or, at the most; three 
shifts a day should prove more workable and adequate. 

2. elimination of dependency on part-time positions - the need foj itlore staff 
hours which can be accomplished through use of full time workers is apparent and the 
change should be instituted. 

■ ■ ■ ■• vi' . ' 

3. adjusting coverage to reflect user patterns (to be determined frorn repeating 
the Building Usage Count). \ 

4. in some areas .(Children's, for instance) additional staff positions are \ 
definitelyjequired. ^ ^ 

\. 

5. scheduling professionals for later arrival. o 

' , " " ^^^^ 

From the chart, it can be seen that the library presently schedules 9 hours per week 
between 9:30 and 10 a.m. when the library is closed* There is a certain amount of 
justified need for some early *staff arrivals in the circulation department but as no 
professional librarians work in circulation, it would appear an economy if fewer (if not 
all) librarians were scheduled to begin work at 10a.m. In addition, there are approxi- 
mately 12 professional xfjours scheduled for Wednesday morning - a time when the library 
is closed to the public. Obvious advantages to such a schedule include: allowance for 
workshop attendance, allowance for staff meetings, grouping of hours away from the 
public which may increase uninterrupted productivtty on the behind-the-scenes activities 
etc'. On the other hand though, the practice of having staff busily working in the 
facility and in full view of patrons perhaps not familiar with the schedule presents a bad 
public relations image that should also be^considered. Rejally, the matter of opening to 
the staff when the public is barred access must be weighed not only from the PR angle 
but also from the realistic approach thaf the present staff is already spread too' thin and 
some relief can obviously come from fewer mandated man-hours. « 



.DIFFERENTIATED USE OF STAFF . 

Since it has become obvious that the professional staff at Shelter Rock is scheduled to 
full capacity w'^h no room for illnesses and other inevitable conditions,^ it Is only 
natural to wonder - how does the library continue fb operate in such circumstances? 
Certainly, one factor in the C9ntinuing success of the library is the quality staff* in- * 
yolVed - by any standard, the staff rates far above average in talent, ability and 
enthusiasm for the work. Another factor, is the rather unique use made of pages in 
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the library.* Because each librarian npturally has behind-the-scenes jobs and yet is 
scheduled rather fully for"floor duty, o sys^enrihas developed at Shelter Rock whereby 
pages man the official reference desk and direct patrons where possible, resorting to 
a call to a librarian only in those obvious reference question cases. Now, there is 
much to be said fof such a technique s^ince it does»ijelieve librarians of mlany non- 
professional directing duties. However, there dqes seem a need for some refinement 
of the present procedure. There are-times when a ^patron can be in the library and 
find no librarians to assist them and a^o be unwilling to ask assistance from a student 
page. If the practice is to continue, there should be an obvious di^nction made 
between what Is essentially an "Information - Serial Retrieval'* desk and the regular 
Reference desk . 

Giving approval to the utilization of page hours on a "Directions^ desk should not 
be considered sanction for having the library open when no professionals are manning 
floor desks. The Shelter Rock Library, as every public library, should be firmly 
committed to the "personnel" standards proposed by the Reference & Adult Services 
Division of the An^erican Library Association in their recently issueg paper entitled, 
"A Commitment to Information Services: Developmental Guidelines'," The personnel 
statement from the "Guidelines" clearly states "a professional librarian/information 
specialist shrould be available to users during all hours the library is open." "Being 
available" should be interpreted as being physically present at the reference desk 
throughout all open hours. 



TECHNICAL SERVICES ASSIGNMENTS & PRCPFeXioIvJAL STAFF 



Due to the present practice of having essentially 7>^r' 
variety of activities usually Jabeled "technical ^ervic 
of itandard operating procedures at Shelter Rock th 
percentage of reference, young ddult, and chilpken's I 
the present organizatioKjJxittern has been deau with in 
elaborated here except to restate a definite need for 
mendatibns made there. 



fessiona! In charge of the 

" there has evolved a series 
creqslngly demand a larger 
brarians' time. This phase of 
Chapter VI I and so will not be 
consideration of the recom- 



serious 



>ion, it does appear that personnel utilization at Shelter Rock suffers because 
anizational structure^^cted, because of the wide span of control resulting 



In conclusi 
of the organi 

from that structure, because of the dependency placed upon part-time workers, because 
of an inadequate level of professional staff (6.41 F.T.E"s. compared to the 14 F.T.E^s, 
needed to accomplish the desired coverage), because of the excessive number of work 
shifts now in use, and because of the professional coverage that h scheduled during non 
peak usage hours. Correcting only one or two of these contributing factors will not 
solve what has become dn exceedingly* complex problem. 
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THE LIBRARY'S COLLECTION, SERVICE PROGRAM AND PHYSICAL PIANT 



Shelter Rock Public Library is one of eight public library entities created during tke 
196d's within Nassau County. Included among the public libradesJoTftted in tMs ten 
year spaa >Vere: Syosset, 1961; Shefter Rock/ Wantagh/Hillside, 196^; Phinedge, 
1963; North Merrick, Jericho, 1965; and Island Trees, 1967. The growth spurt that 
Nassau County had during the 1960's signalled an end to the frenzied settlement of 
thejslond following World War II. As housing developments became more settled 
and fdlfi^ltes began to look upon their residences os "home," the need for governmental 
services supported by tax dollars became more pronounced. Among the services that 
residents expected to have available wos public library service. None of the other 
eight localities foced the jurisdictional problems that halted the establishment of the 
Shelter Rock Public Libpary for some years though, and as we have seen, but for the 
tenacity of the founders o^the library, ihe Shelter Rock library would not be included 
in theJisting today. ^ 

Having been crrated as a resultpf the wishes of the public within the Special District 
boundaries, a strort^^ rather well supported public library hps been developing during 
the past thirteen years. This chapter will deal with the present stage of development 
of the Shelter Rock Public Library, concentrating primarily on various phases of 
existing services, on the library collection, and the library building designed to 
, house on-going operptions. . 

LIBRARY COLLECTION " ' 
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During this study pf the Shelter Rock Public Library, no exhaustive analysts of the book 
holdings was made primarily because the library has recently completed an inventory 
of Its collection as part bfJ:he process of converting to the circulation control system 
operated b^riie Nassau Library System. Working from this inve1*ory anS also using 
the lafesffwfolupfjlied monthly through the circulation control system on usage of the 
collection, the professional staff is already being supplied with sufficient information 
to j^gtfT Assessing the^ relevancy of the collection and pinpothfihg replacement needs 
and gaps that can be filled. In addition, each consultant making an on-site visit to 
the library also scanned the collection in-hou$e at that particular time and has made 
relevant comments throughout the report regarding particular strengths or weaknesses 
t{iat were evident. • * , . 

The basic structure^offering guidance to those staff members engag! fd in book selection, 

u 
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as wejl OS, providing^! source of i^erral to the comraunjtj^and a support base'^r- " 
rtie Board in the event of a censorship problem shouigp^e the Book -Selection Policy*. 
Unfortunately, at Shelter Rock Public Librari^^there w r>o vVrttterr$elec>ion jiollc^ 
covering any phase of the library ' s^cojje ctjpp* In effect there is an unwciWcyi policy 
which lately has been emphasizing acquisifion of morarfiftior^n^ 
since the broad base of collec^on strength hoTHeen building over^he past*^thrrteen 
years. The main means of cOTmunicating.the ur\^«1neh sielection^^xSTi is through 
DireultP Libiui lilt contact. Nevertheless, the^commendation most be made thar 
^ stqff er^ged in selection, the Director, gnd tha Bo mSr need tp agr ee on basic 
philoj^hies for Future collection direction and commit these phildipphies to writm^ 
so that gools are clearly in mind and so that continuity of collectfon growth is, 
tained despite changes in personnel or other unforeseen developments. The Selection 
Policy arrived at should be woikable and not merely committe^l-o print to satisfy 
what could be termed publJc^jJbraQr stoncfc^ procedure. Samgle3*l«cfiorr 

Policy statements are avaitabl^ from the System's Main office or fa^^lHtng ^Book Selec- 
tion Policies in American Libraries, ed^^Calvin Boyer and Nancy Eaton. Two con- 
siderotions should be covered by whatever emerges q$ the finals Selection Policy at 
Shelter Rock including: 1) structuring the statement so that collection priorities an4^ 
or specialties are evident (a clear definition of an qpward limit for the size and bud- 
get percentage dedicated to art and music is needed, for instance), and 2) including 
some guidance for collection distribution among juvenile holdings, young adult hold- 
ings,^ audio'^isual materials, adilt non-fiction, etc. that yytill assist planners. during . 
yearly budget preparotion time./ it is also advisable to include a section on the re- 
verse of selection - i.e. weeding. 

Within the field of library science, there are fow absolute principles to observe 
since the "science" is inexact, at best, and always subject to local considerations 
(in the cose of public libraries) and a certain amount of personal preference and 
interpretation. Guidelines are the most widely accepted tool used in the^ profession 
to suggest general pottorrf^and directions that promoto quality library service. One 
su^ch guideline that may prove of some volue in assessing the growth pnd trends ob- 
servable in the present structure of^the Shelter Rock Public Library, gollection is the 

^Wheeler and Goldhor recoNVmendation for polleetion distribution contained in their 

^voJume on Practical Administratioa of Public Libraries , if a public library rigorausly 
followed their suggestions, it would be composed of 25% juvenile titles, 25% adult 
fiction titles, and 50% adult non-fiction titles. According to the data submitted by 

, the Shelter Rock Public Library on the 1974 Annual Report to the Division of Library 
Development, the collection Is divided into: 21 .28% juvenile titles, 15.96% adult 
fiction titles, and 62.75% adult non-fiction titles. Recalling fram Chgpter IV that 
the current level of circulation is beloW the expectation of 9.5 volumes per capita 

k annually^ it is possible to conclude that the limited size of the adult fiction collec- 
tion may be contributing ddversely to this circulation statistic. With a shift in em- 

.phasis from concentration on building a broad base of non-fiction holdings In the li- 
brary's early years, to the current policy of reinvigorating the adult fiction holdings, 
circulation may begin to climb upward. Public libraries should be responding to 
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the demands of their public for recreatiopafFeading just os musMii-fbr^re scholarJy 
ma^iais for the upper echelons of tBeTcomn^^tinity - one s^ctiorf^^fd not^lbw 
ovorly large to the detriment oT the^oriier^ For this reason ,^4n drafttng the Book^^^^^^ST 
be lection ?olicy statement, tijejpard should' oTutline a de^ble size for the adult . 
fiction sectfon according to an agreed upon pefcentdg^^ge whic[vshoujd_^be ^ 
^higher that ^le present 15..9&% of the total collection . now included in a^dult fiction/^ 

ADULT SLICES , ^ / ' . ' . ^ 



Acting to the dato collected during the test phasSHoOKfe Rut^^ designed 
to produce new measurement techniques for public lii5rarie5^tte^eltSni9cln^^^ 
library attracts more women patrons (58%) thart men (40*9%) - a focfor par*iaUy P 
accounted for oy the commuter workforce that streams out of the Special District 
area daily into Manhattan; ^mong the no>istudenf clientele uling the library, the 
larger user group was the "HousewiiPe/Mother" category (31 •8%), secbn^wtrs thB \ 
"Professional" pategoiy (24.4%), and the smallest use was made^by the "Unemployed" 

^segm^t of the^community (•4%). from talking yvith the librarians and obtervlng the ^ 
circulation usage statistics, it would appear that primary reading and listening interests 

' at Shelter Rock center on gardening, cooking/ how-to-do-it books, flctiorf, art, 
music, records (popular and clossicol), and cassettes* Admin istratively(see Staff 
Organization Chart p. V-2), the adult services function is under the direcjfon of 
the Head of Adult Services who has six professional librarians repofting to her. • v 
The six pfofesstona I /person ne I one assigned the md^ty of their working day to cover 

. in^he a^fffrefere^u^tlb^ eajph also h^s^tij^nite'and specialized tasks assigned 
in ad^Hon to ^^j^r^^fy^^h tBsponsibiif^r the homebdund and outreach service 
wly^ genercj^t^ranslqtes Int^lriaintaining contact with the existijig Talking Book 
■''^'"pat^sgC^^^ of Young Adult Services and does selection for. the YA 

•-"orc^T^offTe^^ Serials Librarian, a fourth is charged with acquisi- 

tion and cate of pamphleh and spoken cassettes, a fifth covtfrs various phases of film 
jservk*, and the sixth is in charge of the separate Art and Music section of the library. 
Neither pa^ hor * clerical asistance Js under the direct supervision of any member of 
the Adult Services Department but must be secured with advance clearance through 
either the page or clerical supervisor. Each professional, in addition to reference 
flo6^ duty. and specialized assignments, also spends a considerable amount of each 
woricckjy completing. voarious phases of the Technical Services operation^ Discussion 
of this arrangement qncf^suggestions for a major overhaul of Technical Services pro- 
cedures are outlined in Chapter Yll and so will not be dealt with here except^ to re- ' 
emphasize the obvious lack of time for professionals under t^e present arrangement to 
effectively deal witlTmpst of thejr job assignments since their work time is fractured 
between publi.a service duty, technical service tasks, and specialized assignments 
and, in the majority of cases, work time is further splintered by the part-time nature 
of all but two of the professional work schedules in the Adult Services Department. 



Operation of the Adult Services Department centers around the Adult Services office 
which is an enclosed librarian's office to the rfght of the circulation desk qs one entiars 
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^ the library. Within t>1s"qffice there is a tor theflead of Adult Services, a 
closet for rnost ofihe^afPs coots and purses, a counter topxireo with the lower 
portion occupied by file-type d rawers ossic mgd to five of the professional librarians 
. " employed by the Adult Services Department, the bulk of the active Ready Reference 
materials (customarily iocdted with public service reference desks), etc* The^ffice 

crowded and is a bft hive of activity with professional staff coming and going 
and with the workroom sfaff constantly using the office as a cppridor to the public . 
service area. On an average day, the adult servioes ofRc^.-<iontains patrons 'Seek-? 
^ ing. answers tojpeferenc^ requests ^.tWo^r more librariope stationed at the counter 
top drqwejxjfea searching through their file or some<Jne else's in order to pick up . . 
the catalog cord revising or whatever tdsk was J^njpr their completion, library 
clerical staff using the room as ojcprrido^ to the puUUfe service area, etc. Through 
both the staff questionnaire (Appendix C) and staff interviews, two recurring-con- 
cerns surfaced - 1) the^rofessionaJ stqff is frustrated by the lack of adequate work- 
space to perfornjjheir assignments qiid 2) these same librarians are equally frustrated 
over the piecemeal nature of their behind-the-scenes assignments. Both matters are 
^ {ustifiable concerns it would^ppear. To be assigned only a 10" file drawer (est.) 
as a base of operations is rather unrealistic and indiootes a severe need fdr readjust- . 
ment of staff workroom Space The matter of having a task performed in lO or >5 
minute stretches by two or often more individuals must make for errors at the very 
least^d should be considered inefficient time utilization due to the loss of time ^ 
. invdi.^ed in the initial orientation to'^he task (where did the hist person leave off aad, 
V^herei' do I begin?). Solutions to both of, these problems hinge to a forge extent 
\^^^^pon acceptance of fhe recommendations inode in Chapter VII . "^.^ 

, Except for storage of back ii^ues of periodicals, the adult materials ore located on the 
main level of the first floor^ Shelving conforms to Dewey order except for the follbw- 
ing^cotegories whicti ore shelved out of sequence: all of the De^ey 700's up to 
approximately the 796's (sports), the short story collectioris, lar^P'typi^ books, foreign 
language volumes, mysteries, and science fiction. Apparently, it is a frequent problem 
among p^atrons to locate the 700 collection, which comprises a separate alcove. 
Despite a sign appended to the lost shelf of the 600 collection, many ore still unable 
to find art and music Items without staff assistance, which suggests that perhaps the 
directional assistance provided is inadequate and that the sign is not as well displayed 
OS it could be ond.olso suggests that following Dewey sequence doe^^have obvious 
^advantages in terms of the number of staff needed to provide directioncrt assistance 
during all open hours. Within the space occupied by Adult Sendees, there ore three 
information desks - one for the Young Adult collection, one for the Art and Music 
collection, and one thdt has until recently been reserved for the periodical retrieval 



page but is coming to be used by at least one reference librarioi 



per hour for staffing 



the desk./iC^he other two wood desks^ore not staffed by professional librarians during 
any time \x\\\^ day and really serve only as decoration. Volunteers wUl be sitting 
at the Young Adult desk to use the Information and Referral files stored there, but 
such on arrangement is for from satisfactory frorfi either the Information and Referral 
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viewpoint or the, YA viewpoint, as the desk provides no means of having confidenttql 
conferences since it is placed in plaia view of all and is close to study tables and 
chairi, and also considering that if th{? desk should receive use from the community, 
Hs presence in the midst of Young Adult materials could discourage YA use. In look- 
ing at the information.ded^^ in the present setting, it is obvioMs that they are well, 
^placed fDr eye appeal buf all too obvious that a rirtore functional arrangement would . 
^ . be desirable for patrcJn-cbnvenience and staff efficiency. 

Responsibility for ddulTTxxjk selection is shared by all professional staff beJow the 
Director with the Head of Adult Servic^ coordinating the operation. Except for the 
Art and Music Librarian, no assignment of speitial subject areas is made. Certainly 
- ^ with the present level of staff experthe, there should be alignment of a Dewey sec- 
tion made to each professional for overseehig the collection maintenance necessary « 
in that area - both weeding dn^s^ction*.^ofv selection purfioses, the Shelter Rock 
staff cojnbs through those selectio^ools apjJearing on NLS coordinated buying lists^ 
such as: Choice , Kirkus, Library Journal, Publisher's Weekly , Booklist, New^ork 
TimejBook Review Section , etc> The library also buys heavily from the Adult Serv- 
ices replacement lists compiled by the^System. Browsing through the col lection re- 
veals that materials have been selected foTTcoHectipn that closely resembles a good 
undergraduate library or community tollege library with strength in social studies, 
education and literature^ Talks with the Director indicate a shift now being mado to 
duplicate more heavily popular materials where the' public demand, interest ajid usage 
exist. The Inter Library Loan Clerk or Senior Clerk keeps track of those items most in 
demand. .When a bdcklog of requests accumulates (5 or more), another copy 6f the 
item is placed on order. This same clerk has the option also of increasing fines from 
5<^ to 10^ a day, a technique designed to hasten returns. There is no pay duplicate 
collection maintained at Shelter Rock but the library does subscribe to the McNaughton 
plan, selecting from their list in advance and being alert to toke all mystery titles 
offered, science fiction and any fiction that hasn't b^en ordered from Kirkus . As a 
standard practice, duplication isn't automatic until a title becomes a best seller which 
could cause the library to suffer somewhat in terms of good public relations. Here it 
would seem that a larger share of the budget should be available to finance some pre- 
selection of best sellers . The need for speculation on best sellers is, of course, lessened 
by the library's use of the System's ^INY service which is designed to supply shelf- , 
ready, popular titles within 48 hours. Paperback items are also purchased to supple- 
ment the collection and many hundreds are received as gifts. Prfsently, the library is 
spending staff time to catalog these paperback materials - a practice that deserves 
serious reconsideration on all but the specialized non-fiction paperbacks sincere 
ephemeral nature of the materials maizes time and effort spent on the cataloging process 
often a waited effort that is lost after one or two circulations. 

■4 

In foture collection building plans, .fiction deserves consideration for an overall increase 
in size even though it p^sently exhibits numerous strengths. Additions should also be 
built Into business materials, social and behavioral sciences, pure and applied science. 
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economics and literary criticism. \hB staff can also mak^ good use of J^e recdhtly 
issued Adult Services replacement list covering modem andi^contemporary poetry, 
drama, tlie Essay and Genera! Literature Index , and criticism. In conjunction with 
expanding the colleqtion's appeal to varvjng audiences, purchase Of Arco mdhuals ^ 
should also be increased. One aspect *dT rolhection maintenance that must be given 
more priority is weeding. During the library's early growth years, little weeding was 
done since most materials were new or of the basic type that added strength to the 
developing collection. Now it hasjcome time ft>r*the library to begin seriously to ^ 
. adhere \0 the recommended discard rate of 5% annually. At Shelter Rock since 
there is no written discard policy, withdrawal has been *^3ed almost entirely on boc^ 
condition " if it is falling opart, a book is discarded . Keeping^n mind though 
that a well weeded collection tends to encourage a rise in circulation<:plu$ adds 
economies in the areas of space needs and personnel needed to service the collection, 
a discard clause should become an essential part of the proposed Book ^Selection * 
Policy and should be backed up by actual weeding. In deciding where to begin the 
weeding process, the staff should be aware that weedit^ needs tpjDe done in all 
major areas, particularly in the SOO's, 500*s and 600's and in some parts of the 900*s. 
The weeding process diould gd" hand In hand with a replacement proiec;t where later 
editions ought to be obtained.and the superseded ones removed as appropriate. 

^, ^ • - . 

On the 1974. Annual Report to the^ivision of pbrary Deye|oj>ment, Shel+er.Rock re- 
qorded 41^ periodical titles >yhtch falls ih the middle area of the NLS Library Yard- ^ 
stick range (for a popufotion.bose betv^een 25,000 aoj^ 49,999) of 17^ ^ 603 per]brfi- ^ ^ 
cal subscriptions. Surpassing Shelter RocLin this population grouping on the.number'^^^^ 
""Sf^suirent subscriptions were North Bellmore, Port Washington, Baldwin,^ Peninsula, ^ 
^ong Beach, Preeport and ElmoQt. The library has presently sef a goqC^or obtaining i^-^ 
, 500 subscription titles and toward this goal is addirig more scholarly jptJmaJs in the ^ 
fields of sociology onB education. In general though the peripdical edition li ^ 



sranaara vviison inaexTare, wirn rne Keaoer s vjuiae cove recrarner; wen, roiio>5^oa 
by Popular Periodical lndex,^^cial Sciences Index , and X^fa^ijtion Index. ^ The 
philosophy in selection for^riodicalg^has been to purchase for the broad, ^c^ulqr 
interest of the community ratfier tlian specializing in one or two areds^ Retention ^ 
of-peribdicqis has been stan(|ard practice for the mq|or.(l^^f |it I es s|mp I y because 
until recently, the space was available for housing exj^ejisi^e ^ckrtins . However, 
space .is dwirTdtfng and the time is at hand when microOlm reprdcern«^/ind, in many 
cases, actual discard with reliance^upon the System's microfilm collection should * 
be considered. Either method would alleviate the need tp house such a high percentage . 
of the periodical collection on Hie main floor. where It.offers no additional eye appeal 
slnqcT^ld magazines are unattractive. Presently there are roughly 80 periodical titles . 
on microfilm and three microfilm readers and one reader-printer for .patron use^of the 
microfilm. A fair percent of total page time is spent in microfilm retrieyal and mJx;ro-» . 
film reader instruction. Since two of the readers have been consistent sources, of 
equipment breakdowns, some additional microfilm equipment is scheduled for purchase 
duringUhe coming year. 21 of the 422 subscription titles are newspapers. Included 
among Vhe 21 titles aro the New York Times, Newsday, Christian Science Monitor , 
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Wall Street Joumgly Villdae' Voice and some surrounding local papers such as Rpslyn 
V'ews, Westbury Times , Williston Times, etc . . Since the fibrary does We facilities 
which attract readers on a daily basis to the l6unge area, it should consider widening 
the newspaper offerings to include other sections of the countjy,- perhaps - the Wash- 
ington Post, -the Chicago Tribune, and the Los Angeles Times. * 
% • -. ' 

Total book budget to cover purchase of all library materials « $60,000 for 1975 (an 
increase of $5000 o\er the previous yeiy) of wM^h $41,500 (6?. 16%) is allocated for 
adul^ purchases (fiction and non-fiction), '^7500 (12.5%) for the art and music collec- 
tion, $8000 (14.16%) for the iuvenife collection, and $2500 (4.16%) for the young 
a dult collection. During the year 1975, 1$16,080 (26.8%) of the adulttook budgef 
is earmarked as follows: 

% of Total Book, Budget 



Subscriptions 


*$5,20a 


. 8.66 


Recordings 


3,500 


5.83 


AV - microfilm 


2,000 


3.83 


^ok leasing 


3,180 

• 


5.3 


:.^(McNaugHton) 




\ Films, fitmitrips 


2,000 ^ 


3.33 


Binding 


. 2ol^. 

t 


>.^3 




The really striking f&atJre of the bopl<^ budget is the amoOnt ($7500 pr 12*5%Xset aside 
specifically fcr Art and^Y/lusic* Selection philosophy here delfts from the plan em- 
pbyedin pyrc^se o/peHbdicaJs - i.e. buy for. the brood, pobulqr interests of the 
population* Without further knowledge of the community gained through statistical ^ 

spry^ltng, iFh vrrtuolly impossible to be certain that a slgnlficani\jx)rtion"of the^geople 
have an ijitemst in art and music that Would surpass their interest qhd ptrhops'thatof - 
other segments of the population in business or sci^enpe or sports ot-some other ibteresf ' 
area* There are tlien several reasons for suggesting that the Board cost a. discerning eye 
on.the future of the Art and Music segment of ^he library* One consideration in this - * 
regyaluation slwuld center on the fact that Shelter Rock Putlic Library Is part of the 
Nassau Library' System and as such, is in a^sition to request backup assistance fram 
fellow mertiberi, dt least two of which (Hewlett-Woodmere and Great Neck)4Tave 

q uitQi expensive art dnd music holdings, pother factor to be considered Is, of course, 
what segment of the library's service program receives a backr^eat, as It were, because 
of the time and effort expended on the Art dnd Music section? We have atcwdy seen 

t hat adult fiction is significantly smaller in volume, than recommended standards and 
further in this chapter, it wilLbecome clear that audio visual emjihasls Is not receiving 
enough either In terms of budget or staff time and then tl\ere is the whole question of . 
increased outreach to the community's disadvantaged which woufa'mean more commit- 

:Wnt In buqigetary terms and finally, consideration should be focused on Chlldmn's 
Services which presently is equated only slightly above the specialization - Art and Music, 
Primarily because the Art and Musk main floor desk has never Ijeen utilized by the staff * 
(presumably because demand In the specialty section has never reached a steady pace) 
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and because tlie Hbrary can get by with only a part time Art and Music Librarian, we 
are left to conclude that oyerspecialization in this area has not and probably-will 
never receive peak' use by the community; othen>/ise, the public demand would long 
ago have necessitated more staff coverage hr Art and Music reference assistance. 
Setting priorities for the collection cannot be dependerit on mere appearance though 
and so the whoh task of outlming major growth areas within the colfection will be 
left where 'it most appropriately belongs - with the Board and library planners who 
havp closer community contact than a Consultant team can pick up in a matter of 
months. In devising priorities, the suggestion is offered that more consideration be 
given to providing for the multifaceted needs of the community than is given to select- 
ing specialty^qreas to disproportionately enhande., , 9 , ^ 

» ♦ 

The Art and Music section contdins^^nventional items that v/oulcj, generally be found 
in a public library Oe^ey 700 section^sbut, in addition, concentration has been 
placed on: opera librettos, lyric and music scores, photography^ "how to" bpoks, 
architecture, and popular and classical sheet music The adult Art and Music section 
occupies an alcove on the main floor with the 700 collection housed there as are phono- 
discs, art and music pamphlet files, art and music refer^ce works, and art and.-music 
p^riodicdls.. The \oh of the part time Art^anS* Music Librarian is filled with selecting 
for the collection, selecting all phonodiscs except* spoken word and juvenile recordings, 
setting Up the yearly concert series, dq[ng displays, cataloging and claa^j^Uig^ records 
and ca^s^es, ^ndling art ond music reference, etc. Ifstiw^cision is mad«::ta coit- 
tinu^emphasis in this area, then provision must be m'ade for additional scheduled hours 
for the A^ arid Music Librarian to undertake assignments that cc3h<:;entrate on di^^^cjt 
involvement with community, institutional and professiqnal activities and associations , 
to encourage wider use of the special materials being gathered. She neglly sbo^^l^ wk^^ 
'speaking within the community to groups on th6 materials and services provided^ and . ^ 
meeting with other bodies to determine if modifications in avq|lable offerfngs ar^e needed, 
to best serve^xisflng needs. ^ v . ^ 

^Ihe only other special collection at Shelter Rock is comprised primarily of pamphlet 
materials of interest to paraplegic individuals, which was given to the library by a local 
citizen, Mr. Robert Moss, who serves on the Board of Directors of the National Para- 
p^legic Foundation. , The mdterials are up-to-date and cover facts on specialized 
products, travel oppprtunities, advances in research, etc. Unfortunately, the materioU 
do. not receive much use. Possibilities for widening the use of the collection could in- 
clude compilation of broch^ure materials which could circulate to other public libraries 
on^Long Island inforniing^^them of the collection's existence apd perhaps increased local 
publicity at appropriate times during the year for example, during Natiorjtal Employ the 
HandusappyJ Week (first full week in October).- / 

Polrcxgsjpr obtainln^n adult card at Shelter Rock include the requirement that the 
individual be d resident or property holder in the district and be abFe-to show^me proof 
of address, such as a license, efectric bill, etc.. Adult cards and juvenile cards ai^e * 
one and the same to conform with the requirements of the circulation system. Specjal 
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loan practices are few and for Example, allow a patron to check out reference volumes 
over night with the stipulation that the book be returned at openmg time the foljowing 
day», As of Jjjne 79, 1975, there were T6,264 residents registered at the library which 
* is roughly 54% of the total Special District pdpu lotion • 

AUDIOVISUAL SERVICES 



Due to the segmented assignment of various phases of the audiovisual {ob to many different 
individuals, audiovisual services is not a sepdrate department vyithin the library and has 
no one supervisor overseeing Qoordination of the final product* For this reason, consid- 
eration of audiovisual servides as a separate part of the library package provided for the 
people of Shelter Rock is somewhat misleading but will be att^mpte^ tQ^proyide further 
understanding of the effect poft time staffing Is having on the total library qperation 
and to stress the need for coordination at some level b6low Dii^ctor^ ^ 

In beginrHi:^ this discussion of audiovisual services, it sheuld be pointed out that the 
n^ building was designedji^^allow for qgite ^n^ytensive audipvisual program with 
wiring funrviture selection, meeting room space/b^c* all geared to handle medi^f 
various londs. To tpi> day thougfv thl^re has not been the model progress made in effect- 
ing exten^vfesjudiovisuaf programming that might hav^^been assumed at the building's 
opening. ' Appajjj^y, oyer thebcijef years between the^llding^s design and eventual 
conslniction ^wn *^the present/ there has been a chang^^^hi|j^sophy.about the role 
of audibyisual eqtnpmeatqnd ma^rtcrk^ijnd the importance Mm .^ume in overall library . 
godf^ti^compU^hment .^onsi^^ survey regtort offe^the ideal oppo7- 

Jjjnity to reassess pc^tprionty^timg a^ realign sep/rc^s .iRwthe pres$4)|day 

to day fulfillment OT^utfes^ertcin^^ts of tijeoverall operjati^have gOtterTp^tponed 
or overlooked and should be re^itali^tM. . ^^T*^ j^^^-^S^ ^ . 

^ and 56Tt- 



In analyzing the ^resent audiovisuol program, a catalo^of availabl^ardw^ 
ware will provide a bas|s for comment. At Shelter Rock the list^hcli^d^ii: 




16mm film " ' ' v \ ^ ' «i 

Shelter Rock Public Llbraryjs^one of ten publ'c^l^brartes in Ntisjtdy County that1>elongs . 
to a. film circuit originally begun^ip i960* "Slig[ter Rock'Vtw^wigs include 24 films which 
have o\\ bee\i acquired since the opening of tl^e new building and a^ j^oused locally. 
Financial commitment for continuing jn. the circuit varies from year to year but is rough- 
ly $1000 annually, which each library, can opt^o^spend on a single title or perhaps more ^ 
than one Htle. Although there has been discqssipn at Shelter Roqk of dropping the circuit, 
pfani^^rs shovsid consider the value to local^patrons of Viaving immediate access to^film 
titles at the^jjublic library whiciK otherwise could b4 supplied through NLS^only on.an 
advance Woking, arrangement. The many last minute group programs that are saved fronrf 
falluM a/speakers unexpecte^y cancel commitments and film showings are substituted 
shoujayrt^ide enough good I ibha^y publicity to make the $1000 investment quitp a bargain. 
A^ fil/n librJhles reco'rd the averagelife of a film between 6 and*7 years. Shelter Rock wjll 
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shortly be approaching the day when evaluation of films for refuvenation or replacement 
should he scheduled^ at a rejuvenation house. Budgeting for replacements should be 
considered In upcoming years not as part of the annual circuit cost but in addition to it. 

8mm film 



Recent purchases in this fonnat bring the Shelter Rock inventory to 60 titles of which 
90% are regular 8mm and 20% are super-8mm. Selection includes a mixture of old 
comedies and travel. The recent purchases will be used for outside-the-library circu- 
lation purposes. If this format is a success within the community, the library should 
definitely elect to purchase <i supply btfifm loops or 8mm films In cartridge packaging. 
This format Is particularly |bcces|ful in demonstrating "how-to" techniques such as - 
hbw to dog paddle, how to use certain shop tools, how to do the back -hand serve, etc. 
Considering the popularity of "how-tb" materials af Shelter Rock, loops should be con- 
sidered^fcr displays and demonstration and eventual circulation. 



Phoooj^scs - ^ ^ • ^^Jss^ 



' According to thef >^e|^ 1975 circulation control summary report, ShelW [feck Public 
Library has 2,800 aotnt disc recordings and 414 juvenilW disc recordings, dejection for ^ 
the juvenile recordings is accomplished by^he Children's Librarian with approximately 
an annual budget of $600. The juvenile phonodiscs) although comprising'a small collec- 
tion, are well selected and incfude classical m^lc, iolk music and stories. There are 
no popular juvenile recordings and the exact policy on letting children check out adult 
recordings took some research to uneart}). According to the infpnnatlon opined, the , 
policy is one of openness to children checking out adult popular recordlngsl>utsince it 
is a policy not familiar to all stoff, it should be made accessible through o pro^dure 
and p^[icy manual. Consideration should be given to doubling the J-record bu^dget s6 
that more materials dould be purchased, including some popular materials, and als^so 
that replacement needs could keep up with the rough handling that rapidly deteriomte^, 
the children's recordings. ^ - \ 



The adult recoi^ings, except for spoken word, drie.^ohosen by the Art and Music Librarian. 
Shelter Rock should be pjx>ud to know thtil its adult recordings are In the best physi^lbl 
condition of any public library thus far surveyed in thi county. Part of the reason may 
be that record inspection is routinely don6 as each recording is returned. In addition, 
prominent and very complete warnings and instnictions about record care are affixed to 
every album. Also, the disced rate among the phonodiscs is at a hfgher level than among 
b ooks, with classical materials being removed when scratched beyond usefulness and a , 
somewhat le^s strict discard policy adhered to with popular, and juvenile recordings. Tfte 
adult phonodisc budget is $2,400 and could be increased by 50% in light of Increasing 
costs dhd the brisk circulation of the materials, which is indicative of their popularity. 

The Shelter Rock Public Library uses the ANSCR classification scheme for phonodiscs 
although riot for cassettes. The library has been utilizing the NLS Technical Services - 
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PhdnoRecord acquisition and processing seiVice, overaging about 60 purchases a 
month thus ^r this /ear. Catalog cards for phonodiscs and music cassettes are filed 
separately from the main card catalog's dlp})abetical listings and consequently, may 
be somewhat difficult to locate. The Director is aware of the conRision this arrange- 
ment causes many patrons and exprelfed an intent to interfile phonodisc recordings 
in the main catalog "as time allows", which really should be within the coming year. 

Circulation policy dictates that all phonodiscs circulate for one week except for 
' instructionaJ recordings which can be checked out for qn .eiitire month.^ Np reseiva- 
tions are tdken oh phonodisc titles except for instructional^recordings. JWiere is also 
a limit of three records per patron at ony.one time. 

In-house equipment for listening to records includes.one record pla/e|; |n the ^ 
"^■juvenile area, complete with two^sets of ^rpliones and two Miracord turntables In 
the adult area, each of which also has two sets of earphones. These three listening 
areas are for patron UJe artd. for stqff use there is gnother turntable* Consideration 
should be given to, providing another record player in the children's rooif. The 
listeninffiJObths are designed to be hoOsed in large wooden block- like cubes thaf 
remain locked unless being used. The cubes function much as end tables when not in 
use and as such or? ratJier disguised tqaxJtrons j^ot aware of >he liftening area$. ^ * , 
Utilizatioj^of the equtpmii|rt, would undoubtedly improve if more prominent signs 
noting their availabilify were posted and also if, instead of the lock and key technique 
now Jn use, needle cartridgeS*were available for, checking out at the circulation or 
Juvenile and Reference ded<s* Such^ policy woul^ offer the advantage of visual 
inspection and c lea ning^of cartridges after each use. 

Audio - Cassettes . « " ^ 

Reference to the June 29, 1975 circulation control summary report, mentioned 
earlier, shows that Shelter Rock owns some 871 cassettes which are designed for patron 
circulation. As with records, cassette selection is divided among the Art and Music 
librarian for music cassettes and the ChildrenVlibrarian for juvenile cassettes, and 
another Reference librarian who selects spoken word materials. The budget for cassettes 
is $500 which is really minimal. J-Cassettes are not cataloged - a factor that deserves 
correction. Spoken^ord cassette catalog cards, unlike Music cassette cards, are 
interfiled in the main catalog. Cassettes are duplicateci on the premises and circulation 
of the master is i?ever done. The Art and Music librarian expressed interest in o* high- 
speed stereo cassette duplicator but sucli an exj^ensive purchase might be wisely post- 
poned Until some clarification of copyright restrictions is. forthcoming from Congress. * 
Should a strong copyright law be inacted anytime in the future years, the value of such 
a purchase might rteyer be realized. As with phonodiscs, no popular music cassettes are 
included in the juvenile collectign but can be borrpwed from the adult collection. A 
portable cassette tape player is available for in-house use by adults, but not by children, 
which seems a regrettable policy considering the pose with which cassette tope equipment 
can be operated. Jt is therefore recommended that the library purchase at least two 
portable cassette tope players for use in the children's room and that each player come 
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equipped with headphones. This equipment should be openly displayed in the v/et 
carrels (those equipped with qn electrical outlet) available in the Juvenile area and 
signs noting the availability of cassettes should be prominent. 

Open - Reel Tapes 

Although the Shelter Rock Public Library owns an open-reel ^ inch tape recorder . 
with the capacity to reproduce quality materials, tl^e machine is never used and has 
been relegated to a niche in the meeting room projection booth* It should be moved 
to one of the empty listening cubes in the adult part of the library or placed with 
an operative listening station* . If it is moved where it could receive use, the library 
shogid then purchiKe some open-reel tapes an^d begin experimenting with techniques 
to best utilize the iTKschine. .One possibility to. tape the Surujciy Concert series fofj 
reprtoy during upcoming weeks in the library* Another would be to offer use of the 
machine for piped^ music during organizational, use of the meeting room. ^ And,, of* . 
course, with the Bidentennial at hand, sucKj^quipment could be th#§^rce for Shelter 
"Rock to begin an oral taping project involving Jocal residents who must have veryir^ 
fresh memories of the aria's development since World War II - certainly, a subject , 
tljat doesn't sound too historical but should bctpreserved now rather than offering / 
>fotu(e^nerations no record of the past. Certainly, the machine could also be . 
d^|6iilable for local YA's to record short book reports that could, in turn, be 9 guide ^ 
tb^ther YA's in selecting enjoyable volumes. Considering the available resources at 
Hemdcs H^gh School Media Center and the widespread use of media equipment by the 
schoolHsme population there, it seems so^ to assume that if the i inch tape recorder's 
existence were known, the use would be heavy by young adults. There is also the 
possibility of offering the equipment for loan since use resulting eventually in the ^ 
equipment's short€|r life seems preferable to letting the recorder gather dust in the 
projection booth . 

4 

Filmstrips ' - 

juvenile collection hqsB3 sound filmstrips which are story-telling sequences. 
None of these items circulates either within the librar)^ or outside the library ds they 
are all reserved for use in children's programs. Once again, considering the availa- 
bility of the wet carrels in the Juvenile department, there should be rear screen 
projection equipment available and visible and a variety. of filmstrip and cassette 
packages or kits^provided for self-exploration by the young. , . 

, /• 

Slides * 

< 

Although Shelter R)x:k has elected to concentrate in Art and Music with some 
emphasis on architecture, there is not yet an accompanying slide collection to 
support visual self-study. R^rdless of the final priority art and music Will receive 
in overall collection assessment, a slide collection should be part of the Shelter 
Rock audio-visual collection. For the success of such a new venture to be assured, 
the patrons must be aware of the materia Isl.existence. One method of attractively 
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displaying a slide collection that the planners at Shelter Rock will want to 
Investigate for purchase is the Abodia slide cabinet with provision for lllunjiftotion, 
selection and display In a compact and attractive arrangement. 

Framed Art Reproductions . ^ . 

The glassed-in Memorial Conference room to one sid^/w tfae Adult Services Office 
houses the 167 framed art refroductions owned by jlfe Shelter Rock Public Library. 
Us^of the artworfcs by the Community hos been lynited and could be attributed to 
several factors, including: 1) the fact that the glassed'-enclosed room looks off- 
limits to the public and few probably venture in to see the selection of art, 
•2) perhaps the entire display of the framed reproductions is just so perfect within the 
library setting that it looks, not like cIrcuJation material, but rather like a^pemanent 
exhibit, 3) the lack of any signs outside the conference room inviting patrons inside 
to sefoct art, 4) since a high percepta^, <)f the^cQmrrj^Onlty is financially well-off, 
the chances anp great that few would have a need for art reproductions, and^ 5) a lack 
of mass distribvted publicity on tHe collection's existence has meant that the 
particular public geared to art reproducfion circulation has never been found. In 
J other library settings, space has limited art reproduction display and yet tirculation 
has continued through use of notebooks arranged with pages of /caled pictures of the ' 
available reproductions. Such a technique forms the basis for selection and purchase 
of the reproducfions by the library staff and could be effectively utilized In the sdme 
fashion by the public at the circulation or refei«hce desks so that patrons are made 
^doubly aware that the collection exists. 

Audiovisual Equipment 

^ . ^ 

In addition to the record placer In the Juvenile area and the two turptablei In the 
Adult section, which have already been mentfoned, the Shelter Rock Public Library 
has on Its AV Inventory the following: 

3 Manual threading, 16 mm Graflex profectors - one new, the others In good 
# good condition. Use restricted to In-house. ^ ^ . 

A dual 8 mm GAF silent projector - new, not yet put to use. Use will be 
restricted to Juvenile programming. 




2 Vlewlex s^Wfil filmstrlp projectors, one with a rearscreen. 

2 filmstrlp viewers. 

A GAF slide vlewe/. 

A Kodak Carousel 860 slide projector with zoorA lens. Is avaijable for in-house 
patten use . 

• ^ \ 
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An opoque proiector - poor condition. - - ^ \ 

, r- ^ ' * . \ 

A Pentagon cassette duplicator. This piece is regularly cleaned but should also 
be demagnitized routinely.. 

A Cassette player/recorder. Use restricted to in-house. 

The Meeting room and adjoining projection booth house; an amplifier, a 
turntable, a Tandberg \ inch open-reel tope recorder, a microphone and stand, 
Iwo mounted speakers, and a Steinway Model L piano ^^^''^^ 

The only pieces of equipment scheduled for patron circulation are threTor^r 
cassette players which will soon be available for loan,. Such a new service is needed, 
for if the library is to build Upsrapport with locaf community groups, then some funds 
- muRt go for the purchase of circulating AV equipment^ Hopefolly, the service y^ill 
extend beyond cassette equipment to loan of 16 mm projectors, slide projectors, tape 
recomers, etc . » ' ^ \ 

^n addition to audiovisual equipment loan, there are other services that should be a 
, natural o^tqr^wth of the widening concept orf providing library sbrvlcejfo the ' 
communlt)^. For example. Shelter Rock has. yet to join with other Nassau County 
public libraries which are provjding Charter bus service for their patrons to enjoy 
the New York City opera season. Consi^ring the library's emphasis on art and music, 
this opera bus seems a natural service thaf should be available to the citizens within 
the special district. Here again, the fixigmentation of part time staff jjieirjfDers seems 
to be a major limiting foctor in undertaking the. booking responsibility necessary for 
providing the bus service. . * ^ * 

Film preview is another service that should be available for community groupi 
program pJanners - in fact, any. community member. To be well used, the sery 
^ must be o^nly advertised and an area set up for film previewing should be observable 
within the library. R6ar screen projection equipment and headphones are two essential 
ingredients for offering film previewing within an open reading and study area. 

Another service which is available within the librc^i^ but not clearly marked for\Mtron 
ease in locating it is the supply of film catalogs from major distributors which wou!3 be 
of use to program planners.and citizens with 16 mm home projectors. NLS Film 
. Cafojogs are also available in the library, but tb^y too are not openly displayed or 
4 offered for^sale. Locating these items, plus the New York State Library Collection 
listing, more coriveniently for patron use is certainly desirable and could increase an 
awareness of the availability of media through the public library.* 

For some comparison as to how Shelter Rock stands among two other public libraries 
(serving similar populations) according to 16 mm film usage, the following chart has 
been tncluded: 

ERIC ' ^ X 54 . 
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Rim Bookings: A Comparison 
November J 974 through Jonuory 1975 

, • ' Shelter Rock Garden City Port Washington 

» 

Community Use * 14 22 55 

^ . School Use '127 ' 36 : 257 ' 

Library Use . '31 ^ 32 59' 

1 Home Use' 32 J8 100 

' To^MlHes Used ' 25?" 108 W 

Two target areas that future publicity should be designed to attract are 1) home use 
of films and 2) community or organizational use of films. Announcements of the 
latest available titles from the system should be '^considered also as a means of attracting 
new users. „ ' ^ 

In expanding the film service at Shelter Rock, more time would need to be 
available for the professional assigned to film service to spend in attending the System's 
previews, to spend on creating film progiams with discussion sequences included, to 
spend gaining. skills in maintenance procedure, etc. Right now the service has reached 
its limits given the current part time staff scheduling qnd the provision for clerical 
and page assistance in fulfilling assignments. During the coming year. Shelter Rock 
will be offering two of the 'NLS shared-cost feature fijm series - Series C (chitdren^s 
, films) and Series D (adult films) • Given the lack of young adult programming • ' 
^■"^"^filnxs and book discOssions seem a natural for this age group and topics could be 
, designed to attract not only YA's but also adults* Again though, expansion of the ~ 
^film service^requirelA commitment in tennspf time (audiencc^^are developed over 
seryeral years not automatic), staff, publicity (monthly mailings going out to Speciol . 
District households some weeks prior to any event), etc. In discussing *the present 
level of audiovisual services at Shelter Rock with several staff members, there were 
repeated references made to the trauma associated with mechanical breakdowns of 
AV equipment at crucial moments. Apparently at Shelter Rocl<, the professional 
staff has generally relied upon the page supervisor (Head of Technical Services) to 
operate and keep the AV equipment functioning. Considering that this*position is a 
part time job usually occupying nighttime hours, it Is recommen^d that some in- 
service training of all professional staff be undertaken in the maintenance and operation 
techniques for all available equipment presently in-house. With knowledge comes 
reassurance and then wider and more innovative use of avcJlcble hardware and softwore. 

One service ebrrently provided by the library was created by the Children's librarian 
and Involves use of slides in addition to an oral presentation to acquaint groups with 
the services offered by the Juvenile Department of the Shelter Rock PublicAibrary . 
Since this technique has proved successful. It should bq expanded toinclude infonnation 
on the full range of services offered by the library and presented for various community 
groups or perhaps set up for orientation to the library. The audiovisual staff atlMLS 
stonds reuu/ to advise about the jlibrary's creation of the program ujfchg rhe Cinemasoond 
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or other equiprwnt available <it the System. 



No discussion of the audiovisual aspects of the service program at Shelter Rock j- 
should conclude without mentioning the lack of supervisory coordination of the 
total project. The audiovisual functions ore parcelled out as follows: one part- 
time reference librarian selects spoken phonodlscs and tlSfeettes; another part- ^ 
time reference llbrari(pJ.arl^ponsibility for /^^.f^^.^"' « / 
clerical per«)n handles film bookings; the Art and Music llbrurian {arv)the^ part- 
\ time r«fe>ence position) handles selecHon of all non-spoken, adult phonodlscs and 
^ctUttes; the fbll-tlme Children's librarian selects all Juvenile, non-spoken phono-^ 
dSarjd cassettes; the page supervisor is responsible for equipment niaintenanw^ 
and oS^tion, etc . Des^e thVfoct that the Head of Adult SeMce^eo;^^ 
In cW of the Reference libturians, this authority does nnt «i*»nd-ib^clalized 
assignments oytslde the realm of Referenge desk ciulyaid < 
specialized assigninents, the Head of ^^^^^''^^^{^'^^Zl 
Children's Services, page services, an3^teTi^ " («Z « 

no one professional charged with giving cohesion to tb^Tfi-H mnoe otM ho»eware 
and software utilization ana-s^tlon within the library. 

In somewhat of a vacuum thenle^rding any overall goo for+he mertfia collection 
at Shelter Rock. Without some chorge in organizational 
win conrinue to be disjointed and lack the direction thd^uld guide the 
toward a quajity media program for the community. 

CHILDREN'S SERVICES 

The Children's Department of the Shelter Rock Public Library provides services to 
yo^n^InTfrom proschoofthrough Grod^ 7. Staffing for the Department is limited 
Selffo one full-time professional libmrian. The highlight of the ,uv^n le sefti^ 
really has to be the building Itself - the deep woodfones, the <>v«*«fi2^^^^ 
Japanese kite fish, the appealing window seats, the bright bl"e Jumilt^^ the 
attVocrive flower panels at the ^ of each stack range a I combine tO;^iv^ the 
• aC's area an' unexcelled chann. Since the p ysical fac^M^^ 

to whatever is to be the future developmeit of Children's Servi^pTrtiJwIter Rock, 
this secrion will deal primarily with the following target ar(«« ^h^serye 
. considerorion and review in planning efforts: 1) the lodk <>fj,>-«5|^^^'°P^f. „^ 
•audiovisual program in th^ Juvenile clfea, 2) the Inadequate level ^ff allotted 
. ?o the Juvenile area, 3) ^he low overall percent of the to^l book bud|^ar- 
. maiked for Juvenile materials, 4). the need for an accelerated range of pro.^ 
. ming for the Juvenile age, 5) review of some unwritten policl<^ ondf reation 
Sen set of policiesrd proceduros for aM staff, 6) Increased publicity for mo^ 
if not all, the services of the Juvenile Department. \^ 

Having just>npleted the Audio Visual secrion, it should be clear that incorporation 
^ of moro medb^in the Chi Idron's departmentis^ definite rocomnrjendatlon. It Is ^ 
^ a dXht to seeShat the Shelter Rock Public LIbrao' is equlppfd with we carre s in 

?he Children's room 0 -e. canels having ele9trical outlets) but a disappointment not 
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to find eoch equipped with some piece of audiovisual equipment - tape recorder, 
or cassette player, or RImstrip and rear screen projector, or record player, etc. - 
ready for busy young hands and minds to explore. Unfortunately, the only audio- 
visual equipment available in the Children's room at the time of the survey visit 
was the record player locked away in the wooden cube without a clue as to 
1) what the cube contained nor 2) how to go about getting the cube unlocked. 
Informational signs are needed in the Juvenile section (as throughout the library) 
to inform the public about non-visual services, about new services, and about 
special upcoming events. Displays too would be a helpful way of passing information 
to patrons and ^re certainly recommended for widespread use in Children's areas. 
To Illustrate the suggested uses of signs and displays, it would be of value to^ave a 
special display of the newly available books in Signed English and to have the sign 
announdng the availability of the braille/print picture books posted ot the Children's 
Reference desk or at the main circulation ded< and also to have a sign stating where 
the record player is located and how to use it. ^ 

The lade of displays and probably the limited scope of media in the Juvenile section 
are most likely the result 6f the insufficient staffing in the Children's room. The 
oile fuU-time librarian that is scheduled in the Children's area must divide her time 
between conducting srory hours, selecting materials, doing various phases of the 
cataloging process, weeding, doing Children's reference - the tasks are endless and 
when the Children's Librarian is off duty or ill or on vacation, there is no, one to 
replace her. The result then is that on three nights a week and every other Saturday^ 
the Children's room is left unmanned. Therefore, it is recommended that another 
full-time professional Children's librarian be added to the staff as a number one 
priority for upgrading the level of juvenile services provided. In line with this 
recommendation, it would also be appropriate for clerical assistance to be assigned^ 
to the Children's department to relieve the professionals of such clerlcpl task^ a$ 
checking the on-order file and pasting in the library's publicil^y bode. 

The Juvenile book budget is $8,500 or some 14.16% of a total book budget of 
$60,000. This allotment, however, does not meefwith the usually accepted 
allocation of approximately 25% of the total book budget dedicated to the purchase 
of juvenile materials and it is therefore recommended that the planners at. Shelter 
Rock re-examine collection priorities with the expectatiorr^jpjising the yearly, 
sum devoted to purchasing books for area youngsters. From observations made of the 
collection, the result of low budgeting amounts flowing into juvenile purchases is 
definitely limiting the quantity of new volumes that could be expected to be ^ 
available throughout. The ffction collection, in particular, has noticeable gaps in 
the ar^ of popular fiction designed to appeal to grades 2-4 and also in the rcnge of 
titles available from well known authors. Duplicate copies also appear to be 
purchased in far too limited quantities to fulfill demand. One solution would i>e to 
close gaps with the purchase of more paperback items. Shelving beginning readers 
separately from the picture books would also rearrange materials, so as to make 
their presence better known. Using the inventory made of the collection in conjunc- 
tion witK converting to the NLS circulation control system, checking should be done 
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against such recommended lists as Cover's Elementary School Library Collection 
and the Children's Catalog^ As gaps are discovered, whether resulting from 
previous low budget sums available or from theft, replacements should be secured. 

The picture book collection, shelved in the area immediately in front of the Children's 
Librarian's office and next to the window box seats, appears to be adequate . In the non 
fiction collection, the 500*s and 600*s are apparently well selected and adequate with 
particular emphasis on plants ond animals. These two Dewey numbers cor^tained 
more new books than any other juvenile area. Sex education books are on open 
shelves, but some of the newer, franker titles were not available during the visit 
made to review the collection. Regarding the 900's, particularly books on states 
and countries, it is evident that new titles are being ourchased as they become 
available. However, it seems unfortunate that the ol»4;Htles are still retained. 
Just one example, among books on Brazil there were two pijBlished^by Fideler, one 
from 1962, as well ds^a revised edition of the same book from 1969. The earlier 
title should have been withdrawn when the new one arrived or if upon i^ceipt of 
the 1969 volume, there was found to be little difference between the two volumes, 
then consideration should hoyg been given to the value of having the material In 
the collection at all. Fideler volumes on countries were designed as textbooks and 
are generally so oversimplified as to prove of 4ittle value for overall collection 
strength . 

Often chedcing back purchasing orders can provide some clue as to the pattern of 
selection that is developing in a collection. For the case of Shelter Rock though 
checking on purchases made from NLS recommended juvenile lists will not offer 
an exact picture of pa$f ordering since the library does rely heavily on Kirkus 
reviews for selection, nevertheless, it is sHIl interesting to see that of 38 copies 
(27 titles) ordered from lisf J09, only one was d fiction title; fo«; paperbacks were 
ordered and the remainder were hardcover nonfiction. Similarly) from list JOS 
out of 45 copies ordered (37 titles), only three were fiction, seven poperback, and 
the remainder nonfiction. This same pattern of few fiction and paperback additions 
holds true in checking back print-outs for the past year. While it is not definite 
what, if any, problem exists with the present juvenile collection, over-selectivity 
cannot be ruled out but, considering the consistently reliable book reviews J 
completed by thrf^hildren's Librarian for the Nassau Library System, the problem. ^ 
is most probably traceable to inadequate staffing which limits time needed for 
collection building, inventory update, and control. It is commendable in looking 
over past orders, that special education materials and professional materials are 
purchased nearly 100% of the time. One statistic of interest - from the J 99, 
picture book replacement list (totaling 500 Htles), Shelter Rock purchased 182 
titles (260 copies). It is surprising to find a relatively new library purchasing so 
many replacements but also encouraging to note that concern for a quality collection 
is so apparent. ; * 

Apart from the book collection, the juvenile periodical collection is excellent and 
well displayed. .Selections here duplicate materials often found in Adult collections 
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but equally of interest^to the juvenile set. Such a policy for duplicating materials 
y not clearly defined by an age demarcation would be recommended for purchase of popular 
music on both cassettes and phonodiscs for the children's room. 

The fourth concern in the Children's Department involves a recommendation for more diver- 
sification in programming - another suggestion which too will oe dependent on additional 
manpower in the Juvenile Department. Currently, there are two registered picture book hours 
each week plus a Friday film program. There is a small, nonspecific amount for program 
budget but generally special funds are requested for each activity planned. Occasionally, 
wests from g^roops .such as scouts, 4-H Clubs, etc . also result in special one-time programs. 

The purp&se of picture book registration at Shelter Rock is unclear since there are^pparently 
betv/^een 50 and 60 children signed up for each of the hours available although attendance 
on the day of the consultant visit was about 20 youngsters. Either unregistered programs should 
be conducted or registration should be strictly limited to a moximiim of 25 per session with 
sufficient sessions to accommodate community need. Ideally, there should be bo>h registered 
and unregistered picture book hours available . The library might walltto experiment with 
the addition of a heavily publicized, unregist^d bedtime picture boolThour per week 
(perhaps from 6:30 - 7:00, or from 7:00 - 7:30) . , ' . 

With additional staffing, there should be time for read-alouds and storytelling programs 
(in contrast with pi/ture book programs) after school, hours and in the evenings for older 
chi Idren. In addition, there should be special series begun such as book discussions, 
drama, creative wiitTpg,^ etc ., also for older children. Regularly scheduled class visits 
wquld btivQ 0 closp^ontact with children in the area who have not yet made their way . 
to the library. Sdmeo*^ with local teachers, school librarians and principals and 
perhaps a cooperaH(e apph»3ch^y surrounding public libraries should result in a method 
of providing eoch eli^iWes^hMl-age youngster in the Special District with 6 library 
card. Community -based programming is also in need of exponsion and could include d 
wide range of octivities from storytelling in public parks to work with adults in providing 
workshops and/or instruction on the value of children's literature for youngsters, guidelines 
for selecting books, technique of utilizing books a nd ^ medlg .^ith children, etc . Such 
workshops or continuing education series sK5ul4also be provided at the library for volunteers, 
early childhood teachers and^jgjdes, parents of preschoolers, etc . Actually the range of 
interest and needs within the community could b^ measured in part by opening discussions 
with the mothers bringing youngsters to picture book programs. Certainly, it is encouraging 
to note that the Children's Librarian is nearly always in attendance at NLS workshops 
and other special ttfstitutes where techniques in gaining skill and competency with new 
materials, new fini^iaj plays and new participatory activities are provided as a source for 
creation of local sessions. 

Policies, as we have seen in previpualsections, are noted by their absence at Shelter 
Rock - that is, written policies. CleoHv, sound col lection development shc5uld be backed 
by carefully planned and written poliov/guide lines. In creating a written plan for the 
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collection, writers are certainly uiged to give more priority to the Juvenile collection 
than it currently receives in term's of budgetary allocations • Guidelines should also be 
spelled out for discarding, particularly in the non-fiction area. Also deserving of space 
in the completed document is a section covering selection of non-book materrals, including 
in the Juvenile area, media kits and other software . 

In addition to a Book Selection Policy and a Discard Policy though. Shelter Rock needs 
a manual with specific Board guidance spelled out on subjects like collection access for 
juveniles. While there is reportedly a policy of open access to the entire collection, 
it should be backed up in print. Such a practice would also help eliminate the confusion 
evident among staff concerning whether or not children have access to adult recordings 
,(see Ajdiovisual Services), Other policies which deserve space in the manual include: 
I) limits placed on the number of books that can be checked out at anyone time (currently 
unlimited except understandably in the case of moss school assignments), 2) restrictions, 
on reserving materials (apparently, picture books cannot be reserved but, for what reason 
this is not allowed is unclear), 3) restrictions on renewals (books can be renewed if there 
are no outstanding requests for the item), etc • Creating policies and committing them 
to print is often an excellent time to reflect upon unwritten trends that become, in effect, 
policy. For instance, at Shelter Rock educational toys and games are not part of the 
Juvenile collection although their addition is certainly recommended to attract more 
users to the Children's area of the library . 

The sixth and final concern that should be mentioned in relation to Children's Services 
deals with the amount of publicity presently' being distributed to announce services and 
programmirg of interest to dred youngsters. Fliers for special programming are provided 
and. distributed to each child in the schools within the district (including the Human 
Resources School) but regular offerings are not widely advertised, reportedly because 
the programs are already heavily subscribed. Such a philosophy is really contrary to 
the widely accepted library philosophy of using communication and good public relations 
to stimulate the greatest possible demand and*ad|usting the number and time of programs 
to accommodate the response. With overall circulation figures running below the 9,5 
per capita mark, it is safe to assume that the Shelter Rock Public Librcr/ has yet to tap 
all the resources at hand to increase utilization of the library , The recommepdations 
contained -in the Community Relations Chapter of this report go more into detail on possible 
avenues to explore in increasing communication with the service area but certainly a 
helpful tool would be a more frequent newsletter that should be mailed Jo all district 
households and should continue to contain a section on Children's Services, . In addition 
to tlie newsletter, it is recommended that letters be sent annually to teachers, school 
librarians, principals, etc., in^forming them of Ovoilable service$ and asking for their 
cooperation in providing the best possible service to children. 



REFERENCE • ^ 

ALA's Public Library Association recently issued "Goals and Guidelines for Community 
Library Services" which recommends a user-oriented approgch to public library servic 
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Withintnis d«ijment, basic services which should be provided are outlined^and ifKluded ^ 
in this li^trg, iS«whole section entitled "Information and Referral" which describes 
a wide range of servte^ often thought of in terms of a "Reference" Department. Quoting 
from the document "infomaHon is now the staff of life ." The heart of Reference 
Service then is delivery of inlFbigpTation services to the put)lic . At Shelter. Rock there- 
appear to be some obstacles blocking the most efficient delivery of information services 
to the public and4hi's.sect4onrwtll therefore concentrate on suggestions for removing 
procedures that hamper an otherwise efficient operation. 

Answers to three rather basic questions pinpoint the very obstacles that are conip^Cnding 
the task of offering reference serVi^e to patrons: I) Which staff jnember is in charge of 
the Reference Department? 2) Wher^ss the Reference desk located? 3) Where is the 
Reference desk collection housed? The question may actually hold, the key to the 



remaining two questig{is because it conceit staffing - the basis of the whole service 
Just as audiovisual s^^iiies has rK> lomiataS^artment head or coordinator, reference also 
has no Head Reference tlbwrian to whom all other reference personnel report. Of course, 
it -^ould"^ argued that the nfecd of Adult Services functions as Reference Coordinator but, 
in fa<;>, ifii liiiiilji'ii iilllliMF ^itTn it many non-rqference tasks suchjos overseeirg" the 
entire tlbipry operation in the Director's absence, coordinating all non-Juvenile orders, 
scheduling professional personnel, etc . In effect, the Head of Adult Services has respon- 
sibilities of aln^odmlnistrat^ve nature that are beyond the scope of a Reference Head's 
position and do allow total workday commitment to Reference alone. Therefore, ^ 
Shelter Rock is left' In the position of having no sij^gl*" person who is primarily responsible 
for the well-being of the Reference Department. Considering the size of the community 
served and noting the average attendance on any given day , the library should have^ftjll 
time professional librarians staffing a Reference Department. 

A primary reason for having full time stdff members in Reference is a desireJoiiave the 
continuFty. needed for following through on a question that may require several days of 
research and for collection maintenance - a skill developed, among other things, from 
an awareness of the charging demands mpde on the collection that will require subject 
additions. At Shelter Rock, an examination of the collection turned up a great many ^ 
instances of early and later editions of titles standing together on the shelves. The staff 
felt that such situations arose from having different individuals sfel^ting new materials 
and receiv.ir^ new items into the Reference Collection. A Referenc^ Librarian in charge 
of the collection and not assigned a myriad of otheh^tasks as well, would certainly take 
responsibility for collection currency and see that deadwood was removed by engagin^in 
a regular weeding program. Continuity in staffing would aUo enhance telephone and in- 
house reference service. Very often, a call arrives in the morning, for instance, and 
the staff shift changes before a call-back can be made . JThe same continuity wqyld also 
facilitate dealir^s with NLS .Reference Services which now find that staff shifts make 
follow-up discussion on questions a near impossibility . Just as an example, suppose a 
music reference question is phoned in at 11:30 a .m. on Tuesd(Sy when the Art and Music 
Librarian is available to assist. Typically, the question will require research ond waiting 
in-house patrons must also be served. The next time that this same librarian would again 
be on duty during the morning is not until Friday - what's to be done? Well, the Shelter 
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staff has been resourceful tn coping with the existing arrangement and a highly 
uievfloped system of note leaving goes oh constantly. But hbw often are notes misplaced 
■jQ j ques tions not written down? Such a system is far from efficient and needs spme over- 
^ haul for impToved service to the public for which it should be designed t ^ 

The second question concerning location of the Reference desk is probably unique to this 
library ond may have developed unconsciously due to the positioning of the veridical file 
cabinet^. These cabinets form a range that has^served to cut off vision between the 
circulati^desk and what was planned to be the reference desk and also between the 
card catal^and the reference desk, consequently, patrons seldommanage to stumble 
into the reference area but concentrate their questioning near rl^ circulation d6sk and 
the area of the card catalog • Therefore, Reference services have moved nearer the center 
of the action and are, in ^ect, located from a base in the Adult Services office . The 
unfortunate part of this arrangement is that behind-the.-scenes workspace is be^ng consumed 
by an activity that more propet^y belongs on the public service floor. . From the use^ view 
too, there should be a furniture shift as soon as possible so that the less hearty seeker of 
Information need not brave the threshold o^some private office to ask for assistance . 
Then too there is the whole problem^^^^^xVOTS^alism or theft which is not controllable From 
the enclosed adult service office but could well be from d station dt ^he Reference desk . 
In completing a furniture change, the vem^ files should be moved out of the way - 
perhaps to one side nearer the microfilm cabins or perhops the reference desk and vertical 
lies should ^change places . The staff will rem^ to experiment with a rearranging 
iotv^ny shuffle^should allow the circulotioj^dfisk^s^^^ to clearly see the Inference librarian 
onoiJtY^at all timesjojbot patn^^ faciTi^tted. While a shifting is being 

plottea <H^, some arrangement should also be devised t^\Q|ocate the Refererfce desk 
collection Hy: I uding Subject Guide to Books in Printdhe t^ssau - Suffolk , Union List 
^f Serials , and^ther Ready-Reference mate rialTa round or with the Reference desk itself. 



Such an arrangertj^t wouTd make it feasible to have a Reference librarian stationed at the 
Reference desk dunngj^all open hours. As the Reference desk collation now exists it is 
partially Snclved behind the desk of the Head of Adult Services, partially located in various 
work areas, and also scattered along the top of the circulation counter .^Bring^ng all the 
materials^together in a central location should eliminate the need for mua\walking hither 
and yon to assist patrons . 

\ 

Further improvement in Reference ^rvice to patj:ons could result if the task of initiati 
subject requests was reassigned where it rightfully 1^1 qngs - with a professional librarian. 
Presently, the interlibrary loon clerk is solely respx^nstble for initiating subject requests 
which are a vital part of the follow-up needed to complete many reference questions. 
It is recommended that a change in procedutie here be mode SQ.ihat every professiorwl 

librarian on the staff be made awo^e of the subjec^ reqDeit^np axid^so of othTa, 

interlibrary loan forms and their proper use . Certainly; the NlS Reference Dep 



stands ready to assist as rjpeded in clarifying or^explainin^ any o^ tlie f< 
cedures followed iiwelfieving O volume or reference Infor'hKition througl^ 



While on the subject of interlibrary loans, a check of the 




Rock opcflfifions sl^ow . 



Interliferqry loans are treated as a portion of the reserve prc^ess. When a reader asks for 
a book the ti^r>N^oes not own, or one that is owned but has riot been on the shelf recently, 
the reserve clertcNautomatically turns the request into an interloan request • Occasionally 
the patron will hovi^^lked with a librar^fiyn^ut off§n only the patron and the interlibrary 
loan clerk have confeJjred . In addition, all requests for books owmed by the library but 
not located through reserve within two months are automatically converted into Interlibrary 
loon requests without reference, at this later date, to the patron. In a great many 
instances, this use of Interlibrary loan is probably a service much qppreciated by the reader 
but as a sizeable a^nount of the interlibrary loan volumes wait on the shelves at Shelter 
Rock without beir^ picked up by patrons, it is apparent that not all readers still want the^^ 
material after a two month interval . What appears tp hi needed is a recontact with thi|l, 
patron or further clarification during the^irst contact to determine If this is thS^nly book^ 
which will fill the need and if pursuit of the volume should stilt be attempted aft^r^ 
particular date . Such a follow-up shoula decrease the size and wo<1< invojyediTTtrfe 
interlibrary loan procedure at Shelter Rock and free the senior clerk\o handle more of 
her assigned supervisory responsibilities. ^ " 

By scannir^ the^helves of the Reference collection. It is easy to conclude lhat ibe^coh 
lection is in §enerally.,goo€l shape. Standard topis in all Dewey areas are to be fouhd, 

,4ire currexJf nrKiintained . Particular collection strength was no^ed in the 800's, 

'ObS's, and %0's. Exdudir^ 590' s , which are well represented, the weakest Reference 
coHaction areos are in the-iOO^ and the 900's. There is, as mentioned, a good deal of 
m^nwiol which can be remov^ because of the presence of later editions. Only one 
instance of out-of-tJate material that could result in a serious information gap was found - 

-the \J.^\ Code on hand Is the first supplement although the third supplement can be 
purchased. With space obviously no problem for collection growth, several long runs 
of aqnuak have been kept thus addi^tgjJepth >o the collection. Unfortunatg|y, bgshness 
reference sources are not located in'^onvenient faoillties. According to the staff, Jjusiness 
materials are nbt in heavy demand but qs this rnay be largely a factor of location, it i,s ^ 
recommended that a more prominehT^TSaijisable location be given to Moody's and that ^ 
subscrtptions to business and investment series be. undertaken . In addition to the Reference^ 
book collection and the backup supplied by the periodical collection and the general 
collection. Shelter Rock also maintains a vertical file of some 50 drawers. The contents ' 

^appear to be well selected and maintained and are obviously obtained from a variety of 
sources beyond the basics from Vertical File Index. The most obvious need for the vertical 
file is hot content but location elsewhere to eliminate the obstructed view between cir- 
culation and reference . 




Datp cotl^^on the use made of the services^rovlded by the System's Reference Department 
for ca^ndar^4 shows that Shelter Rock was the 6th most^frequent user of Union Catalog 
aewices amor^ the member libraries with 3,549 calls being placed to NLS to provide 
lowTjpn facts on needed materials, ^t the same time. Shelter Rock was the llth heaviest 
user of the^^L^caDCa-^ok-up Information service with 108 reference questions passed on 
tathe NL5 s^^^iJa££-for further search . Shelter Rock has also In the past been a falth- 
fuf participant ofmStNLS Reference workshops and programs. Howeyer, the library 
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with a relatively new collection has not been a heavy lender of interlibrary loan materials 
due to lack of age in th^ collection, Lastiy, the fine spirit of cooperation on the part 
of the staff seen through a willingness to participate in committee work, workshops, or 
telephone assistance for .other librafiiBS is commendable ^ 

TALKING -BOOKS ^ '« 

As a point of reference, talking boc^ consist of sets of recorded discs, produced at speeds 
of either 8 R»P»M. or 16 R.P.M., containing spoken transcription of entire volumes. 
Talkir^ books are provided free of charge through the Librai^ of Congress and are dis- 
tributed through local agencies, in this case - the Nassau Lil^ry System and the Shel- 
ter Rock Public Library* Recently, spoken recordings have also begun to be produced 
on recorded cassettes* Library of Congress equipment to play efther the discs or cassettes 
is also provided through the Nassau ^brary System • 

Accordirg to figures released by the Library* of Congress, Division for the Blind and 
Physically Handicapped, at least 3 J% of the population qualifies for talking book services 
by virtue of being physically unable to read itormal-^ize print* With a population estimate 
of 30,000, the Special District served by the Shelter l^ock Public Library has a potential 
talkii^ book readership of 1,110 people . Contrast that figure with the registration of J6 
adult and 4 your^ adult active borrowers |with active being defined as hqvihg withdrawn 
at least I book within the past year) and it is not hard to determine that Shelter Roi:k has 
a for^ way to go to achieve a level of talking book service that would prove invaluable, 
to the community. Of course, realistically it should be pointed out^that not all 1,110 people 
would ever desire to use the service available, but if it can be assumed that the same 
percentage of the total population that uses library services (conservatively estimated at 
between 10 and 20% of the total population) would use talking book services, then Shelter 
Rock should be servirg between III and 222 clients . The question then becomes - how 
to attract the potential patrons. Certainly, a stdrt in this direction would be to include 
slides of children, young adults, and adults ijsing the talking book material within the 
scope of the recommended Cinemasound j^roduction (see p .'VI - 15) . In reaching children 
and ^ourg adults, it is crucial that contacts with teachers be maintained so that knowledge 
of individual youngsters needing the service can be exchanged . Homebound teachers are 
also good contacts for locating youngsters that may have temporary need for some phase 
of the service provided . The really big factor in attracting more patrons is, of course, 
communication which can be fostered through using the posters on the talking book service 
that.are available through the system. Placing posters in churches, community meetirQ 
rooms, laJndromats, and other non-library areas is certainly indicated. As with other 
phases of the library's program, speeches to PTA's, service clubs and other community 
organizations concernir^ the service offerings are also desirable . fxHibits too are a method 
of gettirg the word to the public and, should they be needed, demonstration machines 
on^jivcgilable from Nj-S for such purpose . 

Shelter Rdck does maintain a deposit collection of talking books to fill the requests of 
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pgtrons who drop by the library and do not wish to. wait for system'de livery of selected 
volumes. Most of the patrons at Shelter Rock do pick up or have picked up for them the. ' 
materials they seek. But njail delivery can be arranged for those unable to get ^o the 
I ibrary . ^ 

4 

Staffir^ for the Talkir^ Book Service is provided by one 20 hour per week Reference 
Librarian who is at work Monday and Wednesday mornings {the library is closed to the 
public Wednesday mornir^), Friday afternoons, Thursday evenings, and alternate Tuesday 
afternoons with Saturday mornings. During the remaining open library hours, no one • 
is chargi^with responsibility for Talking Book requests and the system, previously mentioned 
of te^vit^ notes for the absent worker if followed . It is recommended that other staff 
be trained in the procedures^fol lowed formal king Book materials so that requests can be 
handled as they arrive. Ideally, one other person thoroughly familiar with the seiVice . 
should have responsibility for it in the absence of the Talking Book/Reference librarian. 

<« • . ' 

YOUNG A DULT SERVICES 

V 

Shelter Rock has one of the county's largest young adult book collections - a collection . 
geared to junior high school age your^sters with no planning evident that would s^gest 
a more liberal trend to extend the collection's depth to provide for a broader age span. 
With the total collection open to all ages, mature young adults are expected to use the 
adult book collection to fill their needs. Placement of any young adult collection should 
be designed so as to be easily bcated,be near reference materia Is^nd yet apart from ^ 
the rest of the collection to, in effect, provide for a special, identifibble spot for YA's 
to gather. At Shelter Rock the YA-area is immediately^ the right as one enters the 
main library area after passir^ through the display case'foyer. Its best feature is the 
ease with which the YA area can be spotted and for heavy YA use, its worse feature has 
to be the openess of the area and its prominance across from the main library cohtrol area - 
the circulation, desk . To any YA, it must be obvious that the site was chosen for ijs^^ • 
supervisory convenience . Probably because of a desire not to be under so many watchful 
eyes, YA's tend to corgregate during the evening hours in the non-supervisorable carrel 
area . In addition to location, a YA area should also contain displays, furniture, and 
. AV equipment designed to attract YA's and provide a surrounding with which they can ^ 
identify. Hopefully, lour^e or.random seating would be available, tape recorders and 
listenir^ booths prominent, bulletin boards up,'Wers on display, records and cassettes 
openly provided, etc . However, h\ Shelter Rock c6nse.rvative approa&h has shaped 

a young adult area equipped with only the book collefH^n, some tables andn^airs for 
study space,, and a librarian's desk which hds nevef-Jjeen manned>^b^^a YA librarian and 
is slated to become the center for Infoi^mation and Referral Confefences. 

« 

The main philosophy that is currently gu.iding young adult services would seem to be the 
widespread <^t#jde amorg the staff that the number of kids already using the library is ^„^^^ 
placir^ a burden on.e^ir^ manpower; so why begin an accelerqted prpgram designed \6'-J0^r''T:Z 
* attract~eveh more-^^^o the library? Hopefully, such frustration qver the amount to ber^^*'* " 
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accomplished and the limited time in which to do things will be nelieved if not erased 
with' implementation of the recommendations containedin Chapter VII and with consider- 
ation given to less dependence on part time workers . I n the case of Young Adult ServiCfes, 
it is crucial that the assigned librarian be scheduled when the YA's are in the library 
and that she be at a public service desk ready to work with and for the YA's using the 
facilities (see discussion of YA stqffir^ schedule p. V -'4). Otherwise the designation, 
V'Your^ Adylt Librarian," will pertain only to the duty of selecting for the YA book 
collection without hpvir^ any rele>tance to implementation of young adult services. 

The.portion of the budget set aside for your^ adult purchaseUs- $2500 which is low, but 
fron\ discussions/with the Your^ Adult Libraficfn, the customary budget reallocations near 
the & of each budget year are sufficient to supply the YA collectioh's growth needs. 
In otwords,' the $2500 sum is not rigid apd canXbe' increased as needed . The Yo.ur^ 
Adult Librarian selects the YA book materials from4^LS/YA lists and from standard se ection 
tools such as Library-Journal . In 1974, Shelter Rock placed orders for 181 books from II . 
of the 12 YA lists produced by the System . Books purchased from YA lists are strictly for 
the YA shelf wrth a title rarely purchased from these lists for the adult^collection . Since 
the YA collection makes no attempt to provide materials for junior and senior high school 
students, it. is suggested that the YA lists alsQ;be considered by the adutt librarians^' 
purchases so that the older.YA'is needs ar6 b§ing adequately met in the adult collecti 
A display of YA "best"sellere"*is maintained on a table in the YA area to highlight the 
collection. This display is kept small and current by frequent additions and" adds core ider 
to material usage . Paperback materials are located in one of two places within the YA 
collection - I) as part of the uncataloged browsing paperback collection Or 2) paperbacks 
considered of more importanJ:e to the collection are cataloged and shelved with the hardbound 
volumes . It Is recommended that full, cataloging for any YA paperbacks be discontinued . 
Mf coreidered necessary, a simple shelf list could b.e established to show which titles were , 
purchased for the collection. In all probability, cqtaloging bas li% effect dn whether or 
not materials disappdbr from the collection. The YA collection^does not stock school ^ 
yearbdoks or newspapers which would be a good idea considering the se^jr^ school districts 
in the area and the interest YA's have in comparing notes . Other than the>ok collection, 
the Your^ Adult Librarian has no input into selections made elsewhere in the library that ^ 
Avould be of interest to your^adults.. Such items as records, cassettes, periodicals, . 
reference voLes, pamphlets, films, etc . are all selected by other staff members. With 
your« adult materials as with other phases of the collection, there is a need for coordination 
■ of selection and>nsultation. among staff members . No discussion of the YA collection 
would be complete without mentionlr^^the quality and coverage 'that are reflected in the 
non-fiction holdings - this part of the collection must be invaluable- to YA s involved I'n 
assignment related activities and as a general source of information . ^ 

With the present reliance on part time professionals, there are obviously gojrig to be a 
number of times when the Young Adult Librarian is not on hand to assist YA s and when 
-the Children's Librarian is also not available to help YA's who need lower level materials. 
- With this in mind, the Your^ Adult Librarian has initiated two projects which should be 
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most helpful to the rest of the staff. One project involves annotating YA thi^ion titles 
on 3 X 5 cards but unfortunately the cards are filed in the workroom area and wpuld prove 
of little assistance in helping a waiting patron on the main floor* To be acclsssibte to the 
other staff members, the cards should be stored In the YA^nformation desk and all staff 
should be alerted to their existence.* The other project involves compiling bibliographies 
on topics that are frequently requested by YA's* This project should be conveijed to 3 x ^ 
cards and also .stored in the YA public service desk for quick reference by all staff members. 
With the addition of another full-time Children's Librarian, the lack of professional 
assistance in the juvenile area during oil open hours will be eliminated but until the 
position is 1n.effect, staff should be receiving some organized in-service training to familiarize 
all refWence staff with the materials and organization of the children's collection so that^YAs 
nee3ing lower level materials carjbe served at any time . Cross-training would alleviate 
numerou? problems of waiting for particular workers to again be on hand for completion of tasks 

Relations.between the junior and senior high schools and the public library have been 
dormant since q 1971 meeting with schoqj librarians was held . Reestablishing good irking 
relationships would help prepare the libraiy better during periods when large specialized 
assignments are being given. In general, the often common objectives of both public and 
school librarians are facilitated when relationships are maintained - so it is suggested that 
the YA librarian should make plans to visit each sch^ library facility and explore any 
possible coopergtive ventures of benefit to both . At or^tflime Shelter Rock did supply each 
school with a copy of the NLS/YA monthly lists - a practice no longer free but now on d 
subscription basis. It would of course cost the library tg continue the school distribution 
but might be worth considering in order to continue working relatlon^Ips between the school 
a ndxpublic libraries 1 * . ^ 

On a monthly basis, the* Nassau Library System has young adult review meetings vyith open 
discussions held on the varibus^itles under consideration for placement on thfe,YA recom- 
mended list. These sessions provide an opportunity also to meet and preview vorious program 
resource talents. In addition, film previews on young adult topics are held on an Irregular 
basis. Few of these freely provided, in-service training sessions are utilized by the Young 
Adult Librarian at Shelter Rock because of her work schedule . In 1974, for instance. 
Shelter Rock was represented at only 3 of the 10 monthly meetings held and in 1973, the 
library sent a repjresentative to 6 of the scheduled meetings. Both the System's YA Services 
and Shelter Rock would benefit from more sustained contact through the monthly^ meetings . 



STATISTICAL RECAP ' / ^ ^ ' 

/ 

With background infoi^mation on the basic public services that are provided at Shelter 

Rock in mind, another examination of the data on collection growth and development should 

serve to cryst<iillize trends that may need some reexamination by library planners: 
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Chifrt "l - Library Holdings 
ADULT 



Year\ Fiction 



Non-Fi<cMon Total Fiction 



JUVENILE 



Non-Fiction ^-^tal 



1970 \ 


12,759 


33,167 


1971 ^ 


14,364 


36,932 


yl972 


15,927 


42,225 


1973 


17,652' 


48,287 


1974 


15,473 


60,831 


Chart II 


- Books Added 




ADULT 




Year 


"Fiction Non-Fiction 


197Q 


2,167^ 


' 5,426 


• 1971 


1,732 


3,940 


1972 


1/6.96 


5,372 


1973 


- 1,872 


6,311 


1974 


1,812 


5,327 



45,926 

51,2?6' 

58,152 

65,939 

76,304 



8,296 
'9,164 
9,815 
11,899 
9,258 



11,892 
13,046 
13,478- 
/ 15,593. 
11,377 



,20,188 
'22,210 
23,293 
27,492 
,20,635 



JUVENILE' 



Fiction 



Non-Fiction Tota!^ 






- Books Withdrawn 






^^€tULT 




y 
/ 


Year 


Fiction Nh' 


^on-Fiction 


Total 


1970 


78 


\ 136 


2\4 


1971 


1^7 


\ 175 . 


302 


1972 r 


133 


79. 


212 


1973 




249 


396 


1974 


652/ 


3,589 


4,441 



GRAND 
TOTAL 

66,114 

73,506 

81,445 

93,43b 

"96,939 




GRAMD 
TOTAL 

.10,427 
^834^' 
8,307 
12;.543 . 
8>92 



"jUVENN-E 



Fiction 

7 94 

/ 78 
91 
102 
792 

All of the figures in the three charts were taken from the Shelter Rock Public Library's Annual 
j^jBports to th€^ Division of Library Development. . " 



1 




GRAND 


Nofl^iction 


Total 


TOTAL 


y 






176 


270 


484 


62 


140 


W. 


65 


, 156 


368 


• 59 


161 


) 557 


t 611 


1,403 


' 5,844 
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All three charts should be examined with the und'erstanding tfiat the rather radical changes 
reported in Hje year 1974 are the result of the collection inventory completed as part of 
the process of coijverting to the NLS circulation control system. Consequently, the 1974 
figures actually reflect the losses due to theft that have occurred during the past 13 years 
as well as the discards made during tl^ inventory^ In addition, from lookfng at the dramatic 
shif^ in the Juvenile holdings, it would also appear that for several years an overestimation 
of the holdings figures had inflated the Juvenile collection's size and so had been providing 
the library planners with a false Sense of the collection's growth • For instance, remembering 
the suggested formula distribution figures of 1/4 adult fiction, 1/4 juvenile tiHes, and 
1/2 adult non-fiction, suggested at the beginning of Chaper VI, we can see that the collection 
in 1970 was composed of 19.2% adult fiction, 30.53% juvenile titles, and 50-16% adult 
non-fictton titles. Obviously, the collection in 1970 was more in balance than it presently 
is but that balance was primarily tHsCresult of >he overly large Juvenile count. 

Chart II offers seve*ra| interesting o^rvations - for instance, the record of growth in the 
colletlioTi lias fluctuated rather dramatically with no consistent and steady growth being 
reported . The I97rand 1972 additions were far lower than the acquisition rate in 1970 
^and a si^ildr drop in purchasing occurred in 1974. Thivchart also s'hows that although the 
library has expressed a recent shift fn emphasis which will accelerate adult fiction acqui- 
sitions, that proportionally more fiction titles were acquired in 1970 thpn in 1974 (of the 
total adult additions. inj970, 28.53% were fiction and in 1974, only 25.38% were fiction) . 
The system of Juvenile additions to the collection is unusually erratic with, for instance, 
non-fiction ranging from 497 volumes acquired in 1972 to a high of 2,174 non-fiction volumes 
added in 1973. Ijl the two years that non-fiction*acquisitions in the Juvenile collection 
amounted to under 500 volumes (1972 and 1974) a real stralrt was put on the ability of the 
cdlection to provide for the assignment needs of the local schooj-age population.^ Chart II 
and the fluctuations confaine^Sli it signal a need for the planners at Shelter Rock^to complete 
a Book Selection Policy statement that will provide a plan for future purchases . 




Chart III shows the pattern of withdrawal from the collection during the last 5 year period 
It has already been stated that a low discard policy has been followed due almost entirely 
to the age of the collection. However, af?er 13 years of purchasing/ this discard rate must 
be Increased significantly If the collection is not to become crowded with .outdated materl 
Thp r^mmended discard rate is set at 5% of the total collection annually* At Shelter^ 
Rock the figures however hav6 run - .73%in)970, .60% in 1971, .4^% In 1972, .5 
1973 and 6.02% in I97A. lo other words, not until 1974 did Shelter Rock discard even 1% 
of the total holdings, ^nd in 1974, the dramatic increase rate is pifimarily.due to the newly 
gained knowledge of collection losses discovered during the inventory . In other words, the 
public at Shelter RockJhas been primarily responsible for the weeding that taker) placel 
ln*constructing Q Book Selection Policy, a section should deal with the diswrd plan, followed 
by the library and .this'plon shoujd be ir^tituted posthaste . ' - 

The ZQih edition of The Bowker Annual of Library &' Bock Trade Informotlgn includes the 
fact fhot 40,846 new books and new editions of books were published in ArDerica during 1974. 
In that year, the budget available for book purchases at the Shelter Rock Public Librpry^ ' ^ 
allowed for acquisition. olF 21 .5% of the published material . Ff the yfeqriy allotment for ' 
book purchases ever achieves a. somewhat more steady grpwth rafe devoid of dramatic yearly 
fluctudtjons', it should adequately provide for the community's needs. 
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Before movirg on to the lost chart, it should be noted that the Grand Total of Library 
Holdif^s from Chart I jfalls well above the recommended minimum of 2 75 books per capita 
outlirwjftby Wheeler and Goldhor (p • 554) as well qs above the. suggested 3 books per capita 
ol^eother end of the scale • Uslrg th^ormula , Shelter Rock should have between 
82,500 and 90,000 cun-ent volumes in good condition. 



Chart IV - Budget Breakdown 




Total 
Year Income , 

1970 $492,539 

1971 449,774 

1972 473,210 
"^73 508,705. 
19^4 552,600 

fi mended 



Library 
Materials 


% 

Salaries 
Expense 


% 
Other 
Expenses 


% 

Totdl Othec 
Disbursements 


% 

Unexpe nded 
Cash Balance 


12 .61 


27.58 


11.23 % 


26.95 


19.27" 


10.28 


35.77 


10.52 ^ 


20.25 


22.78 


11.22 


40.1^ 


11.03 


12 .60 


22 .48 . 


U.U 


43.ffl 


11.88 


9.42 


— 19.91 


13 .37 


46.79 " 


12.80 


8.49 


17.74 


18-20% 


60-65p/o 


20-25% 
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The on^ budget category not accounted for by Chart IV is Capital Disbursernents which 
has amounted yearly to under 3% of the total expenditure's (in 1970 Capital Disbursements ' 
were 2 .33% of the totol budget, in 1971 - -38°/^, in 1972 - 2 ,14%, in 1973 -1 .01%, and 
in 1974 - .77%) Perhaps thejpost striking feature of Chart IV is the low, percentage of 
the overall budget that is Qjt0ed to "salaries expense-" Of course, as^ we have seeh, there 
is.a need for more professional assistance (for instance, another childrefn's librarian) which, 
if provided, would raise the percentage of the total budget^g^ng into salaries. What is 
skewirg the percentage distribution though is the amount of the total avqilcfble monies being 
held in reserve or "cash balance ." With the cash balance portion of the budget removed 
from consideration, tlie 1974 Shelter Rock budget had some 56.89% expended for salaries - 
still below the recommended 60% point and thus indicative of a need for added personnel 
and/or some salary adjustment . It-should also be pointed out that the fluctuations in the 
allotment for library materials reflect a need for more detailed budget preparation and follow 
through so that more orderly growth of the collection is possible . The recommended per- ^ 
centage breakdown figures/given at the bottom of the first three budgetary categories - 
Library Materials, Solaris. Expense, and Other Expenses - have some degree of flexibility 
built in through use of the Kigh/low span but even this allowance may prove 'ina<(^uatejf 
the erratic cost fluctuations of the past few, years continue . So the suggestions shduld be 
viewed with increasirgly critical concern fpi* making adjustments as needed allowing for 
cost of livir^ iricreases, risirg book prices psca lot ing fuel prices, etc. , 



THE LIBRARY'S SERVICE PROGRAM . ' ' ^ ^ ' . 

In the country Qs d whole and particulcirly in Nassau County, public libraries are cp/ning 
to be thought of not only as sources, for book materials but also as community c<ilt*ura1 centers 
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Shelter Rock Public Library is certainly moving in this direction by providing an art gallery 
Inihe jneetir^ room foPchar^ir^ exhibits, by offering the Sunday concert series with live 
performances, by havir^ char^ir^ displays in the foyer on tppics like "wood sculpture" 
and needlework,^<^-givir^ some collection priority to development of the art and music 
section^ . In the„m_eantime though, Shelter Rock, as other public library facilities, 
etnifinues ix) offer basic services like providing district citizens with a logically arranged, 
classified collection of KTWterials, assisting patrons with the time-saving services of reference 
and Information and Referral, circulati rg items from the collection within policy guidelines, 
and fostering^use of this collection through communications media such as news articles, ^ 
newsletters and informatioft^flyers as V/ell as through additional programming.such as foreign 
films and picture book hours. ^ ' ' 

■ - » J 'i. 

THe libralv is open 60 hours a week durir^ all but the summer period from June 16 to Labor 
baV wj)^n H;^e schedule is cut bock to 48 hours weekly . 

Winter Hours (September to June) 

Monday, Tuesday, Thursday 10-9 

• , Wednesday , 

Friday ^ 10-6 ' 

Saturday * ^ 9-5 

Suoflay '""S 

Summer Hours (June to September) 

AAonday, Tuesday^ Thursday^^-^ : 10-9 
Wednesday * ' 2*^ 

Friday ^ 10-6 

From a listir^ of "Shelter Rock Public Library Staff prepared for the consultant team by the 
Director at the start of the survey, the following staff is availabte to conduct the services of 
th^ libiory (it should be noted that at least two posi>ions have shifted somewhat with recent 
staff charges but available man-hours are close to the list provided): 

Classififcatioo Number 

■ \ ■ ' ■ ' • • 

Jbrary Director , « , 

enior LibrcMan 
^Junior Librarian • 

Seniof Clerk 
'Senior Account Clerk 
\ Clerk Typist II ^ ; : ] * ^ 

Clerk Typist 

Clerk 

.^Paes ' ^ . 

(Ct/stodian ^ 
^ (jitec^rs, 
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Programmir^ at Shelter Rock hq's emphasized the Sunday concert series for adult patrons.' 
Examples of the type of activities offered during 1974 include: a Saturday family sing-along 
with guitar and dulcimer, a presentation of the New York Virginal Consort, a Flamenco 
program, a special children's production put on by the Blue Peacock Players, the Garden 
City Little Theatre group's production of "Plaza Suite," a demonstration of Kung Fu for 
yout^ adults done by the Herricks Community Life Center, etc . Shelter Rock Public Library 
has in the post belor^ed to the Nassau Library Music Circuit which averaqes four programs 
• . yearly for about $500. This circuit brought "Songs of American Indians" tt) several Nassau 
County public iibraries . ' In addition, the library hps offered its meeting ro^ space for the 
Herricks Adult Continuing Education series and for the "Each One - Teach Qne" literacy 
program. This fall, for the first time, the library is joining other public libraries which offer 
Adelphi courses in the library meetir^ rooms during weekday nights. Shelter Rock also 
regularly schedules the Ncjssau Library System's packaged programs such as those on gardening 
and lawn care and consumer calisthenics. Programming then it very much part of the life 
of the library and the only suggestion regarding programming would concern 1) the audiences 
to be reached and 2) the variety of the offerings available . First, it is important that the 
. staff at Shelter Rock be given more planning and preparation time to ensure that activities' 
not be limited to Sundays only or to one or two spectacular events a year. A more evenly 
distributed series of events should be planned that would attract weekly followers . Within 
the Children's Services section, recommendations regarding increased juvenile programming 
were mentioned, includir^ a need to extend programs for the older child as well as for 
parents of your^stere. Similar recommendations should also be made for young adult. programs 
which now are strictly limited to those which attract all age levels (for example, the family 
sit^-along) and perhaps one special offering a year (the Kung Fu Exhibition) , More young 
adult programmirg is a real priority for improvement in the total package available for the 
community . Book discussion groups are possible, as are videotaping club . Workshops on a 
variety of topics would be good also - suggestions: career counseling, language mirii-lessons, 
A'iabysitting workshops, country ^music gTternoons, string art workshops, etc. The topics and 
I variety of presentations are limitless and require only q commitment of time arKi.fJersonnel 
to be effective. Since the staff at Shelter Rock is not looking to programming particularly to 
increase the numbers coming tp the library, feeling |hat young adults are using the facilities, 
it seems appropriate that whatever is devised for YA's be created from the suggestions offered 
by those who do frequent the library. A core group of YA's could be selected for partici- 
pation on a Teen Advisory Board which would develop future programming efforts . This would 
insure that the YA's no^usir^ the library are offered topics of interest and value to ther 
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The question of variety in programming hardly seems an important issue qt Shelter Rock since 
the list of past presentations dpes contoin such diversity . But, since an iaodience for cultural 
performances has been developed, it seems equally important thdt other potential audiences 
whose' interests are not necessarily inclined to ballet and chamber music |lso be provided with 
pro^rammir^ of interest to them. Again the range of interests and tqpicris limittess but 
couW include-, demonstrations on bread makir>g, talks on food cooperatives, auto repair 
workshops, second career selection, selecting a nursing home, alternatiyes to nursing home 
carfeTy creatir^ successful res'umes, etc . As with other services, expansion of programming ^ 
wilT necessitate additionaj stxiff . Perhaps programming variety would follow naturally given 
more staff hours to develop possibilities . • • /\ . ^ 
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THE LIBRARrS PHYSICAL PLANT 

The staff, Board, oni community con be justifiably proud of their new building': It is by 
any account attractive and pleasant to be ir>* As with any building though there are a few 
sources of inconvenience provided by the room arrangement. For instance, 'the meeting 
rooms beir^ separate from the rest of the main library (so as to be accessible hours when the 
library is closed to the public) means that using the room'as an art gallery requires constant 
page supervision from 3 p.m. until closing each evening. In the Young Adylt Section df 
this report, the problem with unsupervised YA congregating in the carrel area was mentioned. 
And, throughout the report, the concern over the small amount of workroom space was 
mentioned. Durirg the survey period, the Director also expressed concern over the fe^. • 
meeting rooms available for expanding programming to jnclude more classroom-size sessions. 
However, the imperfections that have surfaced appear to be more a product of the changing^ 
demands beir^ made upon the library institution as a whole than difficulties resulting from 
pre-plannirg oversights. Luckily for the special district residents, the building was designed 
with growth in mind and so should allow adequately for some readjustments as the library's 
service program is modified . 

N 
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LIBRARY. USE BY ORGANIZATIONS 

C - ' 

It seems only appropriate that a look. at the current pattern of organizational use 
of the Shelter Rock PuoMc Library's facilities and services be taken, considering 
the major role corrtrnwrfty organfzations played in ^e creation of the library it- 
self. Using the historical outline in Chapter II, the many techniques employed to 
insur^ community involvement are easily traced. Even the first community interest 
in gaining a public library was part of a group effort (the Library Committee of the 
Wickshire School which first inquireB about a public library). Crucial contacts 
during the lobbying efforts to get fdvorable legislation involved such things as 
1) asking local organizations to donate $25 to the library campaign apd 2) request- 
ing each organization to appoint a library committee 4nember who yfovld partici- 
pate in coordination of local library 5cimpaign efforts. There is little doubt that 
the library campaign leaders of the 60's understood quite well how to involve 
comm^ty groups in library support and how to maintain communication through 
the existing group channels^ But the urgent need for the open communication 
lines and the total community response needed to gamer support that would weaken 
bureaucratic resistance to a new taxing entity has gone with the passage of the 
[legislation, the community vote* to ejHoWish q library, and the placement of the 
library in a modem and attractive nev/^uif(Jing. Now the focus has changed and 
the very facility and institution the commur>ity groups worked to create seeks to 
provide worthwhile services for group needs in addition to fulfilling individual 
potron requests. 

Discussions witK^^he library staff at Shelter Rock indicate that many of ttie problems 
currently associated with fuller service offerings to community groups result from 
the unique ishape of the library's service areqWhich crosses through several existing 
District Ifnes including School District .lines. Water District boundaries. Fire Districts, 
etc. According to Edith Hyman's report on "The Community Served by the Shelter 
Rock Public Library," the Special District is "served by five post offices: Albertson 
(Zip Code 11507), New Hyde Park (IIO4O), Roslyn (11576), Roslyn Heights (11577), 
and Williston Park ^1596). In other words theFe>^s no single "community" that can 
be identified with the Shelter.Rock service area. And while it is easy to concede 
that a lack of cohesion in the service .dr6a presents numerous problems, it is also 
possible to co'hclude^that these difficulties did not halt the campaign for creation of 
the library and^j^ should not restrict unduly the service and assistance presently given 
to communtfy groups. • ' ^ ' ^ 
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The lotest effort to identify existing groups in the af^oVas sponsored by the League 
of Womer) Voters in Roslyn in 1972 and resulted in the compilation of a list of organ- 
izations - some in the service area of the Bryant Library, others ip the Shelter Rock 

Public Library service area. In order to ^et the card file information needed to act 

Q community referral ogency (part of the Infomiation and Referral program begun 
in 1974), an update of the 1972 list has been underway during the past spring and 
summer* Techniques used in the'updating process included 1) working with the 
dider list and seeking newer infomiation, 2) using the Yellow Pages of the telephone 
book to locate groups not listed in the 1972 booklet, and 3) rechecking information 
obtained from tke library's meeting room calendar. Ail tticee methods combined to 
produce a mailing list for sending out individual letters a^ing for information up- 
dating and seeking additional entries. The list was useful o|so in circulating an 
announcement of the new Infomiation and Referral service available at Shelter Rock. 
Such a reestablishment of contacts with community groups may lead to future cooper- 
ative efforts* But nothing should be left to chajjce and the library should follow-up 
with timely announcements to the community grou^5Nx:onceming other service offer- 
ings in addition to the Infomiation and Referral proj^t. A test period of supplying 
various groups - garden clubs, business groups, etc* tv^jAi SDI (Selective Dissemin- 
ation of Infomxition) listings cohering films of topical interest to each group, and 
books and other library materials that wpuld be available at the library in addition 
to infomiing each group of the programming assistance available at the library, could 
be a valuable way to en!l&re cooperation and expanded service. One proVen way of 
providing program suggestions to a larger audience is to sponsor a yearly program 
planning wp^J^op given for the program chaimien of various groups. It would also 
be valuable if/the library could have staff representatives on several program planning 
committees so that library input is provided qs plans develop. For.^xample, with the 
Bicentennial activities much in prominence, a library representative s^iould be in- 
volved with planning for any local efforts at Bicentennial celebrations. Getting a ^ 
representative to various group meetings may meon that the library needs to budget 
for membership fees for various staff members and will, of course, require obt-of- ^ 
library work hours for the particular staff member so assigned. The recently issued 
statement from'ALA's Public Library Association Divblon entitled, "Goals and ^ 
Guidelines for Community Library Services" elaborates on the importance of com- ^ 
munity group involvement by stating that "attendance at community meeting" is 
one method of accomplishing "th^public library's first mission" - "to make Known 
its existence." Such recommendations underscore the need for the Board of Tr-yStees 
to put into rather concrete temis the philospphy of service of the Shelter Rock Public 
Library regarding service to groups. From all indications, a lack of staff time, con- 
cern for the limited number of conference rooms available for meetings and frustra- 
tion over the restrictions imposed fty the lack of a solidified community hav^e hampered 
any creation of an accelerated program of library service offerings to local groups. 
fiEu-eading through library literature however it is not uncommon to find the recommenda- 
tion made that as much as 20% of a librarian's work schedule should be dedicated to 
work in the community. Such a philosophy though would mean more staff and at ' 



\ 



ERIC 



73 



\ 



\ 



Shelter Rock, would necessitate an end to dependence on part-time professional staff. 

Should the Board of Trustees respond positively^ to an expaosioit of service to groups, * 
then methods to lessen the difficulties associated with the unfque service area can 
be devised. Certainly, cooperative planning with the sorrounding public libraries - 
Roslyn-Bryant, Manhasset, HilUide, Mineola, East Willistop, Williston Park and 
WestBury - either on a library^) library basis or as a larger committee type arrange- 
ment, would be a means of daaj;ing with the problem. As an example of the cooper- 
ative efforts that could be devised, consideration should be given to hosting, with 
the Bryant Library, an informajjonal meeting covering the range of available library 
services for club and organizational leaders. In essence, this meeting would serve 

gathering of community leaders and provide an opportunity for leaders to 
acqubi y t^,d n^ I y with the lil^ry but with each other - a function often of 
coml^Ohlty councils, in less fragmented areas. From this meeting there could be 
provision made to secure information (through questionnaries distributed at the 
(jeeting). about the needs of various gi^pups, with the library then arranging for 
3w-up contacts as needed* 

Other acHyUi^that the library should be providing for Senior Citizen groups, 
men's ^lubs, p^i:it's groups, church groups, e^c. include: 1) supplying library 
speakers or disci^Hpn goDup leaders (the Childr^'s Librarian has spoken at school 
assembly and classrTOm programs), 2) distributing reading lists, 3) offering film 
previewing opportunitie^4) giving book talks, 5) coordinating q community calendar, 
etc . One activity that th^ Shelter Rock library offers on a regular basis is use of 
the meeting room for group programs. A look at the library calendar for the months^ . . 
of January, February, March, and April of 1975 showed that twelve groups had 
used the meeting room including: Hadassah, NaHondl.Council of Jewish Women, 
ORT, Junior ORT, and the Girl Scouts, in addition, mdn^ adult education and 
literocy classes are conducted in the library - several sponsor^ cooperatively with the 
Herricki>School Districf Adult Education Division. Beginnin^n^the fall, the library 
will also of^r two college level courses for adult independent learners - courses spon- 
sored by Adel^i^. Another recently fonrie^^growp that utes the facilities and equipment 
^at Shelter Rock is <^mposed of mothers of deaf *yo,yngst«*s . These mothers have banned 
rqgethqr to form an incorporated association that'tS^Tax'^jexempt in order to be able to 
acquire captioned films without charge. At the presfecjt nme the mothers and youngsters 
meet at the library on Saturday momi-ngs and the I ibrar^ supplies a projectionist but 
^apparently does little more. From this K$tioa of the present group service available at 
. ' Shelter Rock, it is not hard to conclude^ffroNjwst acti falTs.^under the heading -X^ 
"booking meeting room for group use." Certairn)^ provisTbh of meeting room space is a 
worthwhile activity but without other library involvement it is hard not to wonder - 
might not the group just as well have used meeting room space in a local bank or sav- 
ings and loan? The offer of space is really a passive type of service that does little to 
involve the library in the life of the community it is att&cnpting to serve. The Shelter 
Rock staff should consider some of the following suggestions to change this service - 



booking meeting room - into more of on active part of the library's extension to 
the community: 1) staff members should be on hand to greet the people arriving 
for meetings, 2) these employees should also ^stribute materials or brochures on 
the resources of the library, particularly those related to the group's needs, 3) 
^gt the time of booking, an offer of a short oral presentation by a staff librarian 
or^topics or material resources of interest to the group should be made, 4) the li- 
brary should ossist the group by publicizing their activities as oppropriate, and 
5) staff should stand ready to cooperate in other Wi^s as needed. For library 
sponsored progigms,^ a qualified staff member should open the program/ welcome 
the audience ond^e^ otteadonce to talk with individuals during and after the 
^^.^.Ipipgramr- ^"^^ 

RECOMMeNDATIONS FOR INCREASED SERVICE TO ORGANIZATIONS AND 
GROUPS ' 

Board of trustees should construct a clearly defined statement of the library's 
.j)oiicy regarding group services. 

2. Complete the update W community organizations, resorting to staff block 
visits as necessary to secure current focts on groups inihe 3|^cial District. 

3. From the community group list, devise an organizational use questionnaire 
(samples available from the System) to pinpoint those sen^ice needs not being or 
only partially being met (jlHisjwnple might involve cooperation with other 
public libraries in the area)y ♦ / 

4. Follow-up with a personpllelephone call or visit to those Organizations re- 
""^questing service in the questional re. ^ * , 

5« Consider telephone calls to those organizations not answering the questionnaire ^ 
to acquaint them with the library's service. ' 

»» 

6. Create a brochure describing the Shelter Rock Public Library's services to groups 
and organizations. 

7. Plan for cooperative programming with community organizations both in and out 
of the library itself. 

8. Provide forjibrary membership or staff participation on appropriate organization 
al boards. X r ' - 

c- y^l^ ■ 

. 9. Consider cooperative programs for groups arranged by two or more libraries 
in.4h^area. ^ . . . 



^IQ. Distrf^ute material^ in the library from organizations, thus publicizing services 



( 
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of these groups. 

11. Ask that information on library services, exhibits, and programming be included 
in organizational newsletters. 

When in^tltpting a fuller range of services for local groups, planners should remember 
that organizations are made of individuals and by serving organizational needs, the 
library is often better able to serve individual needs. 

% 

\ . 
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TECHNICAL SERVICES' 



V. 



INTRODUCTION 



The Shelter, Rock Public Library's latest annual report to the Division of Library 
Development of the State of New York reported the following holdings of library 
materials at the end of 1974: 



Bo\pk$ 

Periodicals 
Newspapers 
Other Serials 
-Films 
Filmstrips 
Recordings 



96,939 
4,17^ 
124' 
146 
24 
83 

. 3,839 



Talking Books 
Pamphlets 

Catalogs o ^ 
Pictures and photographs 
Framed p]f tures 
Other 

Grand Total 



67 
6,0Q0 

50bl 
1,300 

167 
3 



113,368 



A collection of this size is quite impressive for a library twelve and one-half years ^d. 



It is even more impressive from the^echnical services viewpoint — Ithgs^taken the staff 



qt Shelter Rock a tremendous amount of time and energy tb acquire these materials, to 
organize them 5P both reader and librarian have ready access to their subject content 
through the card catalog, and to prepare these materials for circulation. All these pro- \ 
cesses or tasks in a library, and they are many ~ J|^m the time an order for a^title ^ 
selected has been typed until the. book or magazine or phono-record is in the public area 
ready for use or circulation — fall under the heading of Technical Services* 



ORGANIZATION OF TECHNI^L SERVICES » 

No formal organizational structure exists for the library's technical services processes. 
Responsibility* for this work rests with every classification of full time and part-time 
employee— librarian, clg^rk, page, secretary to the Director, etc. There is no one 
person below the Director responsible for the administration and day-to-day supervision " 
of the technical services operation. In a small library with a small staff, the organization 
can often be unstructured sfnce the Director would dssume^B^ponsibility for all library 
duties, includirg those of a technical services nature. But in terms of annual expenditiires 
for library mater ials^and in number of ne.\y acquisit^ipns, the SheHer Rock Publl?: Library 
ranks well above tKe average librar/inifze in Ncflsau County; has i^Mpped the mfddle 
growth years and reached maturity quickly. Thajechnical services operation, however,^ 
has not kqpt pace with the rest of the Library iff nd is aTan awkward stage . 
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On the surface there appears to be a tight organizational structure in the processing 
area sinc^the position , "Chief of Technical Services", does exist. It is filled by dn 
employee with ^tHe.c!asslfication of Pagfc who works a part-time schedule of 20 hours^ 
weekly . On the staff qu^tio;tfKilre mentioned earlier, the Chief of Technical Servic^ 
indicated that he supervises the Technical Serviced" Division and hires, assigns work, q\ 
evdiuates employees' performances • \^ 

In order to get a clearer picture qf these supervisory responsibilities, a checklist of tasks 
that are considered purely technical services in nature was forwarded to the library for 
completion. The ctiecklist indicated the classification of employee responsible for each 
task, the n3Kiber of page help involved and the number of hours spent on each task per 
week . In qddition, the checklist recorded the other library jobs under the supervision of 
the iChief of Technical Services along with the number of hours devoted t<^each task during 
an average week . A copy of this checklist is included id Apperxitx E • 



rvices tasks 




From this checklist, the following chart was prepared 
from"iothef*i|1brary tasks: 

/ I 
TECHNICAL SERVICES TASKS HRS.PER WK OTHER TASKS 




ftRS.PE 




Filing orders ' --^^.^ ' 
Receiving Books and 
Stamping library identification 
Proce*ssing books 

Reinforcing/laminating paperbacks 
Processing records 
Processing films/cassettes ^ 
Repairing books 
Sh ipp i ng/rec e iv i ng 
Total 



\ 



6* 
25 

.25 
/3* 
^2 
2 

70 



Inspecting 16mmJ^ilm 
Inspecting 8mm film 

imeographing 
Addressographing 
Monitbring program room 
Assisting Reference Desk 
Processing periodicals 
Covering circ desk 
Shelving/paging 



9* 

4 
3 
1 

39 
39 
15 
33 
UQ 
253 



*Also included in tota 



V 



monitoring program room, 



Total ho\jrs assigned 305 




From this checklist it is'^vldent .the "Chief of Technical Services" supervises all library 
tasks performed by the. pages . As they spend only 23% of their time on technical services 
^activities, it would appear that the title T^Chief of Technical Services"- does not fit the 
responsibilities of the position as usually defined in libraries. ^ 

The major part df^the processing worlii is assigned tofhe professional a^id clerical staff. 
Since not all of thj^ emptoye^' questionnaires had complete information on the percent 
of time spent on tliei^ various assignments,, it is only possible to arrive at a rough estimate 
of the number of hoyj^'currently being spent on processing duties. Excluding the Children's 
Librarian, th^ eight other fibrarians as a group devote between 48 and 52 hours to processing 
activities each week This does not inclu^de tim^ spent searching the public catalog before 
orders are placed . The Children's Librarian does some processing work, but the amount of^ 
time fs minimal • The estimate of clerical time is 54 hoursper week for typing and filing 
duties and 40 hours^we^Iy for maintainirg the automated ^helf list . The Director's secretary 



ERLO 



80 



1 



. VII -3 

:^ ... 

pitches In to type 1) tab'-set orders, 2) purchase orders for items ordered direct, and 
3]^atalog cards for books, recordings and cassetffes . A consjervative estimate of the 
number of hours devoted weekly to technical services work in the Library is as follows: 

^ of Employees Hours Per Week 

Professional 8 ' 50 

ClerkAypist , .7 ^54 

Data Processir^ Clerk . 2- 40 . 

Pages 13 70 • 

Secretarial 1_ ? * 

Total, 31 employees 214 hrs. ^ 

Most of the employees wojk on a part-time basis and spend only port of their assig^d 
hours on technical services activities . The pages are assigned work and supervised by 
the Chief of Technical Services . The clerk who hqndles^the automated shelf list has the 
title Coord inatoru^f Data Processing and reports to theTtibrary Director* But the pro- 
^ fe^ional employees and other clerks apparently ha\/e no immediate supervisor in the 
technical services area to assign them work Each employee appalentfy knows what task 
rribst be done and auipmatically performs the work when not on pub^c desk duty . 
OccqHionally, ther^ might be a bit of scurrying about to find enougfitypists to prepare 
orders toNmeet an order deadline established by the Service Center. Librarians place 
work on thesj^pistls desk with instructions, but no one sets priorities on what should be^ 
done first. The^ Hbrarians check in new shipments of books when pages are unavailable 
to do the job arw^reassignk] numerous other duties of a purely clerical nature. 

It is interestif^ to note >that almost all of the technical services operations are maintained 
on a current basis most otjhe time . Processed books received from the Service Center 
invariably are checked ifCdaily, and the books are released for circulation promptly. 
However, the question arises whether or not this would be possible without librarians per- 
fonnir^ many clerical tasks /Jn. two areas there are backlogs of work . For instance, there 
are approximately 640 gift bool^ cataloged and waiting for the typipg of catalog cards 
and processing . The*Director is\ware of this and plans to clear this up during the summer 
months. Secondly, a check on unfiled catalog cards revealed that some had been re- 
ceived as long. ago as 15 calendar dovs . While this ir not'a serious delay, qn attempt 
■ should be made to keep the filing on aWeek's current basis. . ' 



PROPOSED REORGANIZATION . . ' ' 

t 

Why should the technical services functions of the Library be reorganized if the work; 
always gets done and the fnajority of items get into circulation promptly? The primary 
reason, of course, is that the present structure is not necessarily the most efficient, Thdt^ 
is not to say that the present employees are not working hard or gre not cooperative and , 
willing workers. . . ' ' 
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, Similar sized public libraries ordinarily have a formdk^anizational structure. It might 
be called the Technical Services Division or Technical PtQcessing Department or more 
usually the Technical Services Depajctmej it. it is head edl^Na Chief or Head of Technical 
Services who is completely responsible for all acquisltlonT^cofat^^ iT)atedaL__^ 
prepawtion tasks in the library* The person holding this job also acts as the Library's 
only cataloger for locally acquired materials and consequently will be a professional V 
librarian usually on the same classification level as the Heads of the Childre/)'s Department^ 
and the Adult Services Department* All of them report directly to the Library Director, 
on where one e)^*sts, to the Assistant Director* 



These libraries staff the Technical Services Department in one of two ways. Some will 
have an enHre'staff made up of full time and part-time employees assigned to both public 
service work and processi^ work supplemented by pdrt-time employees assigned to pro- 
cessing duties only . . " 



Staffing a Technical Services Department with all full-tfme employees has distinct ad- 
vantages. The staff will be small; better control over materials can be managed; and a 
tighter work assignment schedule can be maintained . But. most importantly, a well organ- 
ized Technical Services Department will have professional Staff performing professional 
duties, leavirg all the purely clerical tasks to the clerical staff. Disadvantages include 
divorcement from the more exciting and often seemingly more rewarding public service 
work resultirg in a lack of opportunity for staff to participate in more diyersified work. 
An arrargement that has full time staff with both public and processing assignments takes 
care of these disadvantage^. But then a more pervading disadvantage, more often than not^ 
occurs in a Technical Services I>epartment with a split duty staff. Public service work 
always takes priority over alj processing 'tasks; and in the case of staff absences, the pro- 
cessing work suffers and backlogs quickly ^leveldp . , ^ 

This report recommencls that a separateVTe^hnical Services department be established 
at the Shelter Rock Public Library with a staff composed of eight employees — one 
librarian, three full-time clerks ano^four part-time clerks assigned to proce^t^ dutie? 
only* I I 

The proposed new department would be structured as follows: 



Library 
Director 



I 



Head of Technical Services 
Dept. 







DP Clerk 


Sr . Glerk 





p-ii'i* 1 




1 ^ 1 




DP Asst. Clerk 


Order 


Catalog 


2 Proc 




■ Clerk 


Clerk 


Clerks 
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The Head of the Department should be a full time librarian who eventually will be in 
tJfiSlihne grade class if icationr« the Adult Services and Children's librarians* This 
jrson^^ould administer and sufiervise all the fSrocessing activities of alKibrary 

^nqjuding children's books-and v\(ou Id report directly to the Wmtary Director 
In hfd/r io^Q^Jhe problem of adequate public service coverage, ther^ls no j^son 
wh)^ the Head of+lTe Department cdfJId not be scheduled on a regular oasis for reference 
work on alternate Sa^rday5 and 6ne night per week/ or more often if the workload 
permits . But, this person should never be assigned to substitute on the desk for an absent 
librarian except in extreme emergencies . ' ^ 



The senior clerk would be a full time position with day to day supexvisory responsibility 
fqr the order, catalog and processing clerks. Thii^employee would have no public *^ 
. service desk assignnUnt duties • The tv/<5 processing clerks would each work 25 tiours a 

[ week also with no desk assignmeifs • Both the order clerk and cataloging clerk would be 
full time positions • Once work loads for these two positions were clearly jde fined, it i$ 
anticipated that these clerks could be assigned limited desk duties but witl^i the provision 
they would substitute at the pu^blic service desk for absent clerks only in^4xtreme. 

J emergencies, j , * ^ ^ . ^ • ' 

The American.Library Association published \f\ 1974 Personnel Utilizafion in Libraries: 
A Systems Approach , prepared for the Illinois Librqry Task, Analysis Prqject by Mqryl 
Rickir^ and Robert £• Sopth • This work identifies, and d^cribes task^ analyzes these 
tasks^ groups them under* subsystems according to function and assigns each task to the 
professional, technical or.clerical level In the forward to this book the Task Force 
Advisory Cpmmittee states "Its greatest use will prqbably be in small to medium-sized 
public and college libraries arid in school libraries^ This .is not merely becayse the 
research upon which it is based was carried out insn^all and mediupj-sized libraries, 
but perhaps more because- libraries of this size often do not havffhe personnel resources' 
to perfbrm the type of analysis this study provides" . , * - 

Since this report so expertly describes and classifies library tasks into general library 
functions, it has-been used extensively in the preparation of job descriptions for the 
proposed members of the Technicdi Services Deportment. The Ricking report i^ncludes 
a technical s\9^f category, which calls for persons with Vwo years of post secondary 
school eSucdtionv this type of position is not wide-spread in New^York State, so the 
position of senioH*clerk was substitutecl and the more professional tasks assigned to thp 
Jibrariqr?'^. For the Head of the Department and the senior clerk, responsibilities are 
outlined under 1) collection development, 2) collection oig^ini^ption and 3) collection 
fVeporation. Since the indiN/idual clerks di;e q^signed primary respohsibility for ohiy one 
of the three divisions of processing work,' the tasks are arranged for each accordingly . 
* If this plan IS put into practice, the order clerk would back up the catalog clerk typist 

and vice versaO The orocessir^ plerks could be ^trained for some of the tasks assigned to 
. the full time ^terks . Description of tasks for the data pr^fcessing clerks has not been 
'\madejn this report since th^ir jobs wpujd remain Yhe same.as in the present set-up. 
^Supervisory responsibility of their work has been transferred from the Library Director to 
me Head of Technical Services. 
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Thejoumber of employees and the schedulecf'hbifrs for the reorganized techni^f^ ^ 
seritces operation would be as follows. The hours would be abput the ^irme-S" slightly ^ 
1^ than at present . - ' ' 

V 

Number of Employees Hours ^ * 

• Professional ^ 1 ' between 26-1/2 - 33-1/2 

Senior.Clerk 1 , 37-1/2 

, Typist. CI erk ^ 2 60 

Date Processi/g Clerk ■ ^2 . 40| 

Processir^ Clerks ^rf-time) 2 50 

^ . ' , .between . 214-221 

If the Shelter Rock Public Library accepts this major reorganization, it. will take 
considerable time for the ^jjan to be implemented . The library must work through the 
Nassau County Civil Service Commission, and clearing civil service lists of eligible 
candidates takes months.and months. Selection of a Department H^ad should take top " ^ 
priority, so tfie librarian could be in on' the ground floor in helping to organize the 
Deportment and in establishir^ routines and procedures. Two pages already doing 
. processif^ work and the two data processing clerks would simply be transferred to the 
new Department . ^" • , . 

This plan fias major implications for other operations in the Library . The position title ^ 
*of the present Chief of TechniccH-Services would have to be cKoQ^d to one that more 
appropriately describes his duties . Two pages would be transferred from his supervision . 
'Other library tasks would have to be found for the approximately 20 hours of procefssing 
work performed by the other pages. Library materials for the Children's Department, 
would no lof^er be separated at the "checking-in point" and routed to the Children's 
''librarian's Office for. process! . The processing of these books would be handled by 
theTechnical Services Department. This would give the personnel of this section more 
time for public service"^iented work . The biggest. impact would be on the librarians; 
all-of whom have some technical services duties. Undfer the proMsed reorganization, 
they would be released from all technical servifces tasks except tlfe revision of catalog 
card filing in the public cgtalogs .^Tt»i^»includes the checking of orders against the card 
catalog., checkir^ in boob, revising typing, cataloging books and non-book materials, 
filif^ of order card's, etc . The questionrtaire revealed that each spent considerable time, 
on these tasks, but .because the number of scheduled hours for each Varies, it is difficult • 
to estimate the total nurfiber of hours that yjjould become available for other profMsiaonl 
work. The following "five pages outline s^dt^ responsibilities in the proposed Technical 
Services Departmerit. *■ ^ ^ . ^ ' > 

PROCEDURES AND STA NDARD RECORDS , ' *^ / 

while there are certain functions th9t must be performed by alj libraries in the acc^uisifwn 
and cataloging of the liWary materials that they /nake available to thei^ users, there are 
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no national standards to help libraries in estdiilishing their processing operations. 
However, every library rjwst keep-certain files iii order to maintain bibliographical ^ 
control over its collection. These irclude the following: 

'1 . Outsfandtng Order File - one complete file, preferably arrarged by title, of alr\^^ 
book and non-book materials on order from all sourcejs* This file is checked 'before ^^"n^ ^ 
ordering each new title to eliminate unwanted duplication of orders and checked when v 
a new book is received to verify that theJibrary ordered and received the correct title. 

2 ; Order Received File - a temporary file arrdngecT^^ltle that includes a record of* 
eacfi book received • The period of time that the orders orfesjcept on file varies among 
libraries but is usually somewhere between six months and a^J^e^at which time th.e 

^ated records are removed • This file is checked before new orders are placed to ^ . 
avoid unnecessary duplication pf orders . 

3 . Shelf List - a catalog of moin entire cards arranged by class number for all materials 
owned by the library . Edch card shows the number of copies in theJibrary, location, 
and accession or copy number of each book. The record will often include the price'of 
the iteij), .date received and/or source of purchase . The file has many u$6s for the 
library staff. It may be used as an aid to the classifier to insure uWormity of classification 
number, as a measuring stick for the book collection^bsascertdin the Strength or weakness of 
the collecfion, as a historical and statistical recoyj of th^i^ook collection, as an insurance 
record, or most often^as an inventory record of the library's collection.* 

4. Periodicals File - a file, arranged alphabetically by title, of all periodicals and 
newspapers to which the library subscribes. It is usually a visible file of standard 
printed cards used -to check in th^ incoming 'Issues of the title . It is used as a record for 
follow-ups for missing issues . Notes as to the routing of the periodical are also Included . 

5. Public Catalog - record of the library's holdings usually in card format describing 
each item b;^mdtn'enlry, title and su^Dject Qn4 indicating where the item is located in 
the library. Some libraries maVhtain dictionary catalogs with all entries arranged in one 
alphabetical sequence while others divide the catalog into three divided elements. 
Almost airiibraries have two catalogs - one for the aduU holdings and a separate one 
for the children's materials. " 

, The Shelter Rock Public Librar)/ maiptains all these essential records^. The order file 
is kept in a tub file which .is probably the mosf^ convenient method in which to store a 
manual record of this type . Access is by title . The order received frie is located in 
^ the same tub fi^e in drawers to the right of the order file and is arranged by title . The, 
drawers containing the on-order records are taken by pages^to the Program Room to work 
on while monitbring the room. It is not a de^rablfe practice to move a file as important 
as this from the workroom*. Some other tasks should be found for pages monitorif^ the 
exhibit area. Once the order file is statibned permanently in the processing workrgpm 
it is recommended that the, orders received file be combined with it . Both files are * 
arranged by title and each Is checked separately before ordering . E^y combining them, 
one complete Search is eliminated making the pr^^^er searchir^ njor^ efficient. 



on 



The Dbxiry is involved In the Service Center's automatecj circulation control system, 
and con^uentl/ maintains an automated shelf-list as v/ell as the traditional shelf-list 
in card format • Ther^ is important information on the latter that is not in the punch 
4 card record, s<^ apparently it would be unwise to abolish the one on catalog cards* 



The Library maintains two dictionarv arranged card public catalogs* One is in rK^ 
adult area for the main entry,, title, and subject cards for all adult'and young adult 
materidi • Cards for spoken word cassettes are interfiled in the main catalog and also 
filed jn a special catalog of casseHes and phonorecorc^s • A separate catalog contains 
cards for fitreigr^ language materials, each language being in a separate sequence. 
There dre separate catalogs for specialized materials: 8mm films, college catalogs. 
Educational Film'Library Association's Critical ^Reviews and the subject Index cards to 
Ahe collection of literary criticism books in the East AAeadow Public Library . A second 
.cqtalog is located in the children's area* Filing in the catalogs.Nis done by clerks; 6 ' 
red card slightly higher than the catalog card is placed with each card filed to alert 
revisors. It has been noted that filing could be more currenf than it is* Librarians re- 
vise the filing and remove the red card after checking . At tirrtes the clerks run out of 
the red cards which would seefti to indicate that revision is not'always kept on a current 
basis • An examination of the adult catdlog did not reveal any filing errors. 

Every liBrar^ should have a handbook of procedures covering every aspect of the 
technical services operation. The procedures should be concise, explicit in every 
detail and uniform in format . Preparing a complete $et of procedures is an onerous task 
and often neglected because o( more pressing matters. Codified procedures are essential < 
for use ,In the training of new staff members and for periodic examioation to see how 
essential each step is in the operation of the library. 

The Shelter Rqck Pu^ic Library has a number of printed procedures for its technical 
services operation. They are not of uniform format and in some cases are not detailed 
and concise enough . If a new employee, were assigned a particular task, he would not 
be able to do the job from these instructions. It is recommended that the procedures 
be rewritten in outline format; each action step of a process should begin w^th a verb to 
Illustrate the action taking place . For example, the procedure called "Book Order Check 
is pr^ntly written in narrative form; it should be reformatted as follows: 

1 . Receipt of Books 

A . Processed books from NLS 

« 

1, 

1 . Verify that correct number of cartons were received . 

2 . Remove books from carton and place on small truck . 

3 . Pull one order card from order file for each title on invoice . 

4. Check books against invoice to verify shipment Is complete . 
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The exist/rg procedures reveal that Shelter Rock has kept Its proces^j^ operations 
as simple as possible for the processed books received from the Servic^Center • The^ , 
Director indicated that'changes in classification number or descriptive <^ataloging 
pre rprely made • Additions of essential copy numbers are written on the'^ecoKls 
rather than going^hrough the time consuming practice of putting each record in a 
typewriter for typing this information, and unnecessary information is riot added to 
the books • .A minor recommendation is that stamps should be purchased for the , 
special symbols such as YA, M SF, etc so these symbols would appear more neatly 
on the labels and catalog cards. It is not clear from' reading the^procedures why the 
ordeff card is not refiled immediately in the order received file for the-books that will 
^ be processed quickly . It would seem fhat there would be some chance for a title to be 
searched in. the prder file while the card was temporarily removed and for a title to be 
ordered in error . 

PHYSICAL FACILITIES * ^ ' , 

The wo/kroom at Shelter Rock has 864 square feet of space . It is a hub of activity 
since all orderirg, receiv*^, cataloging, typing, manual and automated shelf-listing, 
handlirg of reserves, sorting of mail, processing of interloans, etc. t6ke place here. 
A delivery entrance, which is also used by arriving and departing staff merpbers, is at 
one end of the room . Entrances to the Director's office and to that of the auditor and 
secretary are also from the workroom. An alcove at the opposite side of the workroom 
is used for the sortlrg of books prior to shelving • A flight of stairs near one end of the 
room Is constantly being used by staff members for access to the balcony areas. At one 
end of the balcony, back Issues of magazines and gift books are stored, while at the 
other end the staff lour^e facilities are located . The entrance to the office of the 
Chief of Technical SeiVices is also from'the balcony . ^ 

In the work area, .two of the librarians have desks in an area somewhat partitioned off 
from the rest of the room by the stairs . Book shelves are flush with the stairs, creating 
separate but open work area . The card catalog holding the manual shelf list is at one 
end of this space, and all the files for phonorecords and cassettes are near the aft and 
music 'librarian's desk. In the middle area are two desks with typewriter exte/ijions for 
the interloan clerky^nd the cataloging clerk-typist. Two large tables are set side by 
side to provide additional work ared for the other clerks and librarians working in the 
area who do not have assigned work stations . About one third of the workroorfi is taken 
up by the files and records for the automated shelf list and a processing counter along 
one wall . * 
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The present arrargement of work stations does not allow for an ideal flow of 
materials goirg through the processing-operation. , Bot^ the Director a^nd Chief of 
Technical Services are 6ware of this and have developed a plan to rearrdnge the 
' work stations to minimize the distance between each sl^p of the operation. Tfi^r 
plans include the replacement of the two tables by a desk with a typing extension. 

Ideally, the Technical Services Department should be located near the del^ty 
entrance and near the public service area for ready access to the card catalog • 
The workroom at Shelter Rock meets these requirements. But, also ideally, the 
technical services personnel shoi/ld be isolated enough from the other functions of 
the library to-allow for optimum concentration with a minimum of distraction. This 
cannot be accomplished in the present workroom area . However, the Library should 
t:onsider shiftir^ the catalogir^ staff to the space presently occupied by the? automated " 
shelf-list files which would put' them adjacent to/he ordering and receiving and the 
processing operations. The shelf-list files could be movecf into the area upder the " 
stairs. ^ ^' 

[ 

Vyhen the Library decides to replace the two large tables, it should cbnsider selection 
of work stations other than the traditional desk for the most efficient utilization of its 
.Sfiace. For example, the^ Oxford P^ndafl ex Corporation, for one, has designed cluster 

' work stations which -give maxirTi|^ surface in a minimum of floor space . The 
Library should also .consider discarding the old circMlation desk which is being used , 

' primarily as a storage bin for data processing records and select a more cbmpacfstorage 
unit / It would seem that with new compact work stations and a rearrangement of functions 
that space could be fpund in the workroom^for some of the bther librarians to perform their 
non-public service duties. 

For material that is cataloged and prepared for circulation locally, the Shelter Rock 
Library iias po equipment for the reproduction of catalog cards. Complete sets of 
catafog cards are typed for each title acquired. Some public libraries in Nassau County 
prepare cards the same way as Shelter Rock. Others use the Chiang duplicator which 
produces catalog cards one at a time from a typed master, or a copying machine, such 
as the Royal Bond Copier, which allows the reproduction of slx-up catalog cards from 
typed catalog cards. A copier of this type Is also available to the library's patrons for 
photocopyirg materials . The Shelter Rock Library should investigate the methods used 
by other libraries and select one that is more efficient than the typing of cdrds. 

USE OF NLS TECHNICAL SERVICES ^ 

- The NLS Service Center offers' its member libraries a number of processang/ -elated 
* services. The Shelter Rock Pubfic Library, like every public library in Nassau Cpunty, 
can elect to use those services which it finds most benefiotal for its program . A library 
lyay use some of the services heavily while i^horing others that it has tried and found 
inappropriate for its operations . ^ ^ , „ «- ' 
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Book Purchasing^ Cataloging ard Processing 

The major service of the^^Technlcal Services Department is th^ ordering/ cataloging 
and processing of those books selected by each member hbfory to be added to its 
collection. Centralized ordering enablers the library to stretch its book funds since 
in the great md|ority of cas^s, of more favorable discount is received than if the 
^ books. were ordered directly from publishers or book wholesalers* Centralized 
cataloging and processing of these books enable the library to save cbnsiderable 
staff time that Would otherwise have to be spent on cqtalq^ing and preparation of books 
for circulation. 



, This service Is not without its pitfalls too. In many cases, it may take longer for the • 
library to get a book ordered from the Service Center into circulation than if the entire 
operation/were handled by the library itself. Often a catalog code of a centralized 
, operation may not be compatible with that of a library using the service. Shelter Rock 
, did not hove this problem, since the Service Center wcis providing cataloging services 
before the Library came into existence • 

The use of this service varies among libraries - some use it for almost all of their 
acquisitions while others may use it for only part of their purchases. Shelter Rock^s 
annual report'to 'New York State showed that it spent $&2, 787,77 for books in 1974, 
From the Library's monthly lists of billl to be paid.frormBudget code 403, the following 
chart was prepared to show the sourc^Qf the Library's purchases for the year'. Vendors 
from which the. Library purchased. mo/e th5j;>^100 worth of books are itemized. The 
category "other" represents 95 bookinj^ie^^ 22 werfe paid $5,00 or less; 20 from ^ 
$5,00 to $10^,00; 29 from $10,00 t^ *g5,00; 13 from $25,00 to $50,00; and 11 from 
$51 ,00 to $99,00, 
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Ve'ndor 
Regent 

H: W, Wilson 

AAoody's , . 

Qual'lty Books 
"Vjew York Times 

Bookmail 

G.K.Hall 
- Gale 

Gov't Printing Office 

Chlcorel 

West 

Bowker 

Dun & BrodstTeet , . 
Standard & Poeri 
Educational Book Pub , 
Sterling 
K'eesings 



Purchases 

$1049.86^ 

792.00 
615.00 
399.79 
375; 00 " 
370.42 
360.18 
2?7.56 
.269.70 
255.00 
220.50 
J. 221.35 
193.50 
180.00 
153.00 
130.57 
11 5. oof 



Percent 



Pui'chases' ' 


Percent 


100.35, 




6098 .78 


9.7 


' 1045 *.07 


' 1.7- 


3094 ".50 


4'.^' 


49620'.92 


• . . 79.0 . 


2928.50 


• ' 4.7. 


62787.77 


. ■• 100.0 • 
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J/endor " 

Weston Woods 
Sub-total 
Others 

AAcNaughton Books . • ' 
Nassau Library System 
NLS Processing Charges • 
Total 

Most of the purchases from the list oT itemized vendors could not be diverted'to the- 
Service Center since the items are standing orjJer services or approyal books which 
cannot be ordered through ' NLS . Many of thfe purchases from sources I isted as "other" ^ 
are small outfits, some of whom require-pdyme'nt y/ith the "purchase order.' Only a full 
examination of all the t.nvoipes paid ^ould determine if any of the purcljdses could 
have been made through the Service Center. * • / . ^ 

^ome of the NLS total jepresents Shelter Rock's use of fhree'other slices. The ' 
Libhary subscribes to a couple' of the Doubleday book clu.bs; these books are shipped 
by the ptibi ishfi r to t he Service Center which processes and ships them» to Shelter Rock 
The Library receiv^, 317 continuation titles on o sending ord^r 'basis: .And they ''^ 
used the BINY service^ for 283 books . Bl NY bool<S\are stocked 0 \he Service CeWer 



for delivery to libraries. within three days of their t^lepHom 'o;-defs. 

On its State Report, ,She|ter Rock gave the figure of 8792, n^w books added to its 
collection in 1974./ The Secvica Center invoiced Sheltg/^fedk for '8770 books shiiiped 



These figures would seem to iridicdfe that Shelter RodK purchased almost all of its 
cataloged books from the Ser^ice^enter . BOt what is. rather confusing about these 
statistics is the fact that 1605 notices of locally cataloged books were received at the 
Union Catalog iH 1974. . ■ ^ • ' " 

. • Non-Coord i hated PrderS 



Libraries must submit their orders' for. current new books" to the Service Center on or 
before a designated due date . "Based oh the size'of its book budget, each library may 
also order on a non-coordinated' basis^a^quota of new books; for Shelter Rock this is . 
100 titles per month • In 1974,_the Ubrory, exercised this option for 158, book titles, 
or 13 percent oC.its quota . Sheltefilfcck indicated that it was quite satisfied with this 
qubta. ' A " ■ . 

■ ' ^' \ - ' ' • 
( ': Cataloging Information Service(ClS) 

This service exists to help librOries in the cataloging and classification of locally 
acquired books. For a shared cost price of 25 cents per title, the Cataloging Divisijzin 
searches its Official Catalog and the National Union Catalog for the biblJographical 
information for each title requested . The library receives q complete set of cards, ten 
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unit cardTbr^^qphotocopy of the "National Union Catalog entry; titles not^locat^d 
in any of the NtS sources pre returned unfilled . 



\ 



Shelter Rock uses this service only sparingly because it is disappointed with the , , 
r^sujfs . For a recent rejquest on a group of o Ider out-of-print books, Shelter Roc^k. 
recefved catalog cards for only a few and the lejs desirable but still useful biblio*^ > 
graphical data for most of the others • Since cataloging has been done at the Servic 
Center only since 1961, it is less likely that a record will be there for out-of*print 
books published before that time • Author and title informatioil for 38 of the gift boq 
at Shelter Rock was checkecl against the official record at the Service Center, ajd if^ . 
was found that cards could hav^ been supplied for 20 of the titles while cataloging in-\ 
formation would have, been supplied for the remaining • It would seem if the service 
were used for those items most likely to have been cataloged at the Service Center, 
tbe- Library might find that \t could benefit ^m use of the service • 

|Non-Book MgteVials 



\ 



In 1974, the Service Center did not.offer memberjibrari^s any direct processing 
services for non-book materials. Arrangements hqcT been jTKide with a phonorecqrd/ 
cassette jobber. Notional Record Plan, for libraries fopurcligseihe.^^ m^^ 
discount higher than what most libraries had been receiiving • Arrangemfetit^Jiad 
been made with Bro-Oart, Inc., a commercial processing" firm for libraries iorftivQ^eir 
phonorecord and cassette orders cataloged and processed at a cost below that usually^ 
offered to libraries • SheHer Rock is one of the big users of the Bro-Dart service; in , 
1974 it ordered 360 processed* records . 

Pamphlets are a very important resource for libraries, often supplementing the book 
colle9tion with more current information • Libraries tnay order pamphlets on a 
coordinated basis through the^ervicB Center which assigns subject headings to them. 
Shelter Rock makes good useQ the service; in 1974, it received 268 pamphlets from ^ 
the Service Center . ' 

Union Catalog 
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The Service Center maintains an author and title union catalog which indicates the 
book holdings of edch member library* Books ordere<3 and processed through the 
Service Center are automatically entered • Each member library is responsible for 
notifyir^ the pnion Cdtqlog of each adult non-fiction book acquired locally. 
Statistics maintained at^the Service Center reveal that in 1974 notices for 1605 books , 
added by Shelter Rock were received at the. Service CeTiter and added to the Unjon 
Catalog • Withdrawal not4ces totaled 258, of which only si/c were not Ijsted in the 
Union Catalog as-being owned by the Library* Jhe Union Catalog listings for Shelter 
• Rock's holdings are undoubtedly the most accurate of any NLS member library* 
Twenty-one of the Library's discards in 1.9^4 were Ojdded to the Last Copy Center at^ 
the Service Center since jhey were the last copieS of the titles owned by a public^ * , 
library in Nassau County • ; ' - 

. •• . / ■ , . ■ ■ / 
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CONCtUStON 



Every&rqa of a library's operation is an integral part of its total program.. The 
technical sfemces functions ajre complex ond often the least understood. But, they 
are a vital linl^i|i the effectiveness of the public service departments such as 
reference and circirtqtion. The effect of any change made in the technical services 
area on other library op^tlons must be considered before the changes are implemented 

This report points out that theS^lter^Rock Public Library has done a good job in the 
acquisition and organization of its^brary materials without these functions being 
. structuralized- It probably could/continue to operate in this area in the same way in 
f1ie^uture\ However, the accejzftance of the major recommendatfon of this report to 
organize these operations into^ Technical Services Department seems appropriatejat 
this time. Tighter control over these vital functions could be exercised; the professlorwT 
sTaff could be relieved of/mxny of their clerical tasks, and, in the long run, it would 
result in a more econon>ical and efficient operation- 
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A COMMUNITY RELATIONS PROGRAM 




The Shelter RopRPubl id' Library, by nature of its establishment a^ a Special DisW^ct 
library, serves a varied community whose only common Identity Is the library • Retnove^ 
by legisjcition from"?he^cessity of getting yearly voter approval of its budget, it js also 



removgd from close contc^ct with the community groups it serves. 

Visitor, patfonand liorary professional alllie are Impressed with the beauty of the 
building and the atfention to detail — gree.n plants, attractive displays, shinlr^ fl 
etc. — and the friendly concern of the staff. Even when the library operated In 
closer quarter^ in its former storefront location, the helpfulness of the staff was 



evident. / 




The library district, because of Its amalgamation of unlncorporated^areas not already 
taxed for library purposes, is a heterogeneous one. The libra^ is.flnancially^WeH- 
supported and it Is backed up by a dedicatecilBodrd of Trustees (several of whom were 
inembers of the, Friends group that spearheaded the enrieigence of tha library) rond a con- 
cerned Director.., H owe ver,» there Is an awareness on the part of the Board, the Director 
/qnd^the staff thahthe library's relationships with*Its public is arporphous, that more ^ 
programs and servlf^es are needed and that iti once vital^a'nd functioning Friends group^ 
has deflected it^ eriergies to become an organization in name only, 

» • y 

This section pf the suivey wfJI examine the library's ongoing coplmunity relations program 
and make recommen^fatlons to encourage the library to become more effective In reaching 
its public and Ift^'^tablishlng a common pride in affiliatioir^ith the library. The nation- 
wide emejg^ce of the library as a community Informatron and cultural center should be 

3epth focu.s of the Director arid the Boqrd In reviewing current community relatlons- 
"goals and objectives. 



THE PHYSICAL SETTING 



A.' The Buildi 



IS. 



From a patron poinfS 
inviting atmospfierej/ 
seats beckc 
walls serve 




iew, the exterior and Interior of the library presenL«thetic, -» . 
Dr stopping and lingering . The children's story ar^rand the t unset 
land the'child-at-heqrt . The .warm brIckjuQ£ihe,.communIty room 
ive backdrops for the changing wall hanging^^j^imetimes the 



bricks serNAstodimact when certain types of aft are hung) . 




ical problems of 
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the handicapped patron and'the elderly have been cafefirlly considered and 
carried out in the construction of the building . ~ 



COMMENT^ 



AlthcJugh a sigh alerts passing" motorists coming from one direction, those apfJhoaching 
t*he library from the north find their vision blocked by the VFW sign just before the 
librgry . A decorative banne'r might make a handsome addition, as welt as a directional 
aid, \o the exterior of the building . 

* ^ 

B. Bus Service ' ■ ' . 

' - , *' ' ' * 

Patrons from the northeastern Action of the library district must go over heavily 
trafficked roads to reach the library. For bike-riding youngsters, there are hazards 
involved . Since half of the library population comes from thl;s section, a survey 
^of the need for bus service might be undertaken* In a recertt edition of The Rancher , 
the community newsletter for some 600 homes, area residents Interested In libraVybus 
service were asked to calLa given telephone number (no Identification of vvhom It 
belonged to) . Library folloW-up spems indicated • > 



PRINTED MATERIALS 

. a monthly calendar 

A copy,' typewritten on 8-1/2*' x 11" white paper, js mounted on the lobby 
kioslT* Multiple copies are not available for distribution. 




Produced twice a year, it includes mention of highlight4| at the library, and 
is mailed district-wide (7600 copies) each time. 

. brochures ? * 

• j 

Printed publicity ^for monthly art shows, and occasional programs,, is produced 
in limited quantities (up to 300 copies) for in-house distribution. 

• booklists 

i 

The library does not issue its own booklists* NLS booklist^^ are attractively 
^ displayed at thpjobby 1<Iosk / 

• library brcfchur^'''^ 

One such brochure was offered when the library moved Into its present quarters 
and was subsequently updated for ALA \Ajsitors last summer. Conslderatibn is 



.being given to a new 'revision Sbon, , . . „ 

. general give-aways 

From tIme-to-time publications are offered to ekplain llbraiy policies and trends, 
"The SFrort and the Long of It" (produced In cooperation with school district "* 
librarians explains procedure for handling school assignments) and a folder on 
automation (explaining the hew circulation control set-qp) are two examples • 
An informational item aimed at students is in the planning stage 

• COMMENT : 

Shelter Rock printed materials, with the exception of the monthly calendar are pro- 
fessionally and attractively produced* .To reach more than just library patrons, the . 
following suggestions are made*: * 

1 • Produce the monthly calendar in a more attractive format (a low-key, low-cc^st 
version needj^Imple additions such as colored paper, logo, layout, selectric or 
composer type lb be readable and eye-'catching) and increase the quantity for 
large-^cale give-away. " . ' 

\ ' " , , ■ * \ 

^ 2 . Increase the quantity of program flyers and widen the distribution • To qffset 

additic^l costs, use less expensive paper and folds* Ask the Friends for a yearly 
program publication budget; if more money is needed. v 

3. Mall the calendars seasonally, sometimes as an inclusion In the newsletter. For 
example: 

a. Fall newsletter (Sept., Oct., Nov.) with a calendar page or pages. 
' b. Winter calendar (Dec ., Jan., Feb,)' , 

c. Sprir©^ newsletter (March, Apr., May) with a calendar page. or pqges. 

d. Svmmer calendar (June, Jul>5[, Aug .) ^ ' 

4. Deposit calendars, newsletters, program brochures and general gIve-aWays at: 
churches, synagogues, school libraries^^ railroad stations, shopping centers and 

doctors' offices. / ^ * ' 

— i \ 

5. Add pictures and stories about staff (particularly Important with a largely part-time 
^staff) and trustees, as weM as photos of community people dad programs In calendars 

^ and newsletters ; . ;^ 

6. \Offer bookmarks with Information rary hours, Sunday hours, etc, 'Such book- 

marks are offered inexpensively through the NLS/PR office . ^ 



f\\\-4 • 



PUBLICITY . ^ 

Releases and photographs, when applicable, are sent to major dailies and loc^j weeklies. V 
Radio and TV announcements are seriKQn'o regular basis* 



COMMEKT: 



\ 



f < . • • 

The library' stories, when sent, receive good coverage because they generally are 

of above-average interest . However, there lios^ljeen staff comment tnat not all 

library programs are covered by releases — film programs, for example . The 

Director^hos indicated that only selected programs are publicized because of the 

danger of "Standing-Room-Only" crowds* Since the library exists Ao serve all of 

its publics, all of its programs should be equally publicized whem^^er possible . 

When feasible, if an overflqw audience is expected, a repeat prwram should be 

planned. When not possible, the public should be informed of or "first-come, 

first-served" policy due to space limitations and safety regulations. Other Nassau 

libraries, faced with similar Isituations, have found equitable solutions, while still 

offering extensive information via news releases and flyers ' * 

Other publicity outlets that should be considered are the Pennysaver and PTA 
bulletins (especially since the library covers three school districts) • 



PROGRAMS 

Herricks A^ult Education classes meet regularly in the community room. I & R pry- 
grams and tax consultbnt information programs are availably at the library . Books ybre 
selected and taken to tw6 senior citizen groups at their m/eting times. Children 
programs tare frequent, well-publicized and "jampacked/ according to the Direc'tor 
Adult'^pr^rammingt is planned by the Director; music prMrams are suggested By the art 
and music librarian, who is a part-time employee Programs Ore not planned ahead on 
a long-term basis, as are art exhibits^and displays, l/e Director would like community 
help in the mecihanicls of sych programs as bpera-bus/ours, book-author Iunch4prfs, , ^ 
discussion programs, and so |^rth, and had hoped thfe Friends group would heig in these 
directions. The staff has noted the need for YA pi4>gramming, more AV prog^mming, 
discussion groups, the possibility of forming an historical society, etc . 

COMMENT: 

With the library having added Sunday h^rs to its schedule^ it seems imperative that 
family offerings.be included on a regular basis. Expansion of programming .Should be 
considered a priority. The following steps should be taken: 

a. A community committer should be formed for input In programming (f^j' details, see 
.comments in Friends write-up) . 
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b. The large grc|||> of patrons in the fine and performing arts^ as well as the literary 
, arts, shpdd be' tapped for planning and programming . 

calendar and newsletter should encourage patron programming suggestions. 

d. AAore than the Director and a part-time professional are needed to create the 
sophisticated and varied programs the public would support. ^ 

e . For larger, more expensive undertakings — film festivals, repertory theatre, 
book -author presentations — cooperative ventures with rieighboring libraries 
such as ^Aanhasset and Roslyn should be explored* ' 

f . AAore adventurous programs - like graduate educational programs; bus trips to Soho, 
Stratford, Hirschhorn museum in Washington, etc. - should be regular library 
features at Shelter Rock, 

g . Improvisirg or addir^ a stage would encourage performing orts presentations. Such 
programs are not currently offered . , . • 

h • The addition of a piano (a gift of the Friends) has increased opportunities to offer 
more professional musical programming. 



DISPLAYS, EXHIBITS, GALLERY SHOWS ' 

Several exhibit cases, including innovative and eye-catching "jewel box" containers 
(four small but distinctive glass cubes mounted iti a row on one wall of the inside lobby) 
are filled with better-than-averaae, often highly unusual or unique, monthly changing 
displays. The community room walls, and other walls of the library as welK, (including 
the one behind the circulation desk) effectively serve ps backdrops for hanging gallery 
shows. Flair and imagination are evident in presenting displays of sculpture or banners. 
The Director and rfie Public Relations specialist plan the exhibit schedule together^ 
usually 12 or mpre months in advance* The community, through the newsletter, is en- 
couraged to offer exhibits • People y^ho come by Informally with vieWing in mind are 
treated courteously • No written exhibit policy exists. An unusually fine lending 
collection of art prints is virtually unnoticed and unused • 

C OMMENT ; ■ • 

The taste and the time devoted to selecting displays and exhibits is evident in the 
variety and qual ity of the material shown . 

- In the interest of conserving the Director's time and in promoting more community 
input, it is suggested that a community committee be formed to work with the PR . 
specialist to plan and execute the exhibifs and displays* Plans can be reviewed by 



the Director for comments and final approval • A v/ritten exhibit policy, in addition 
to committee review of exhibit applicartts, should be put into effect* 

art lendirg collection should be relocated for eye appeal and publicity purposes. 
A library bookmark/brochure about the collection should become a reality in order to 
generate Interest and use of the collection* Here,t<io, community input could^ prove 
'Valuable • ^ ^ » 

■ ■ y' 

(PUBLIC RELAilON$)sCOMMUNITY RELATIONS STAFF 

A part-time consultant works with the Director on cojjimunity relations. Although one 
trustee is assigned to the community relations/pr task/ it is nof an active assignment . 

COMM&l^< , 

To^ fulfil I the potential of /the library's'community relations program and to reach out 
to oTl of its publics, moreSime is neede^d to pursue community relations i,n depth . Con- 
sideration should be given to adding more staff time to the existing community relations 
position. ( ' • / ' 



COMMUNITY RELATION^ BUDGET * , 

Consultant's fee plus - ( " 

$1200 — two newsletters 
$ 260 — postage 

$1000 ~ other printir^ ' , ' ' 

$2500 — programming (includes^ rental of films, fees) ^ 

COMMENT : ^ > ' ^ ^ ^ 

Budget for postage^ printing and consultant's fee should be raised*. The programmii'g' 
budget might be comporecljand reviewed with that of "other North Shore libraries such as 
'Roslyn gnd Port Washir^toji. ^ The Friends group ,^ though inactive, has a healthy bank • 
account amassfed over the yeoi^ from fund-raising functions and membership dues. Some 
of this money could serve to bqck up printing arid programming budgets. 

TRUSTEE INVOLVEMENT 

As has been mentioned, one trust^^ is assigned to the task of community relations 
(public relations), but it is not an^active role • No written community relations policy 
exists. . 
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V ^ ' y 

V COMMENT ; „.._!.„. 

. . / ■"■ 

^\ The trustee assignment to community relations should be a working one • There should 
be continuing commynicatfon^ from the Director on current community relations programs 
and services. All ^f\he trustees, should be visible as library trustees, at prganlzatlonal 
meetings, at dedications, and other events of a civic, cultural or educational nature. 
A written communUy relations policy should be prepared and reviewed periodically by 
the Board and the Director. Broad guidelines for such a policy are found In "Trustee's 
Reference Kit," LSCA Pioneer Library System In-Service Training Project Rochester, 
N. Y. (dereference copy Is available in the NLS/PR offic^)/ Specific immediate and 

^ long-range goals and objectives should also be available • Invite the public to attend 

; Board meetings by putting the information In the calendar and on the library bulletin 
board. ' ^ y . 



COMMUNITY INVOLVEMENT ^ . ' 

Good relations with the VFW group which owns the adjolnlr^ building has resulted In 
bingo checks given as gifts to the library, as well *qs the open offer of use of the facilities. ~ 
parking lot, rooms — if needed. The Director d<S3S not go out to community meetings, 
either as a member of the audience or as a speaker^ The trustees, to some degree, 
participate in community activities. Classes, generally from the Herrlcks school district, 
take tours of the library. Library materials, which hqve been offered for Welcome Wagon o 
packets, have not been used In this distribution pattern of late. There is little or no r 
community involvement in library program or display planning. 

COMMENT : ' . ' 

M ' * 

1 . The Director and the trustees should makei a concerted effort to get out Into the various 

communities wearing their "library hats." 

2 . The library should send out lettei^ to community organizations offering program speakers. 

3 . Tours of the library by classes from all ^the school districts should be actively promoted. 

4. Every opportunity to disseminate library rrKiterlals, Includlr^ Welcome Wagon packets, 
should be followed up. 

5. A community suggestion b6x at the circulation desk, comment sheets for display and 
programs and a community survey are various ways of eliciting community reactions > 
and one or more of these should be considered . 



I NTERNAL SJAFF^RELATIONS 
There are more than 40 members of the staff, most on part-time schedules. Communication via 
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staff meetings is difficult because of the split sctledulii^ • Communication by staff 
newsletter, Behind the Scepe, is irregular > A regular orientation is provided only for > 
pages, along with a procedure, manual jKlommunication with the Nassau Library System 
is provided by the routing of Library Li^s to*^the professionals and subse^ently posting 
the current issue on the staff bulletin board • Few, if any, staTf^have portkipated-in 
the regular monthly tour of the Service Center — again, because of schedulir^ . Staff 
comments indicate an awareness of .frustrations caused by such scheduling ~ no direct 
chain oJF command or communication. ' ' - * 

COMMENT; ' . * , ^ J>^ 

An examination of hierarchy and scheduling, in the Interest of coordination and 
communication, should be made with recommendations for Improvement of si^ch 
conditions. New staff orientation should be contemplated as a regular procedure. 
Shelter Rock staff should be encouraged to take tours of the Service Center, whenever 
feasible . 



FRIENDS Of THE LIBRARY ' • , 

The Friends of th^ Library, formed because of a need to create a r»ew library, began as' 
a dynamic force in response to q real need. Severafbf the original members have be- ^ 
come library Board members . With the establishment of th^* library, the degree of 
Friends activities dwindled Travel tours„ sponsored foi* several summers, and annual 
^ membership dues (pbtain^through^a mailed appeal to the whole district) helped to build 
up a substantial :bank accouht^ j ' 

Ov^r the years, ^the Friends group Sa's become increasingly inactive . With the advent of 
the, new building, it was hoped that, the Friends would become re'hctivated and act as 
ext^isions from' the library to its cclmmuhity* 

. \ < c . . ^ ; ^ ^ 

A dynamic president undertook this task irf 1973. Much research into Friends groups, 
attempts to get people out to meetfngs, attendance at library Board meetings and con- / 
fefe/)ces with the previous Friends president — all over a period of two years, has lec^ 1 
the current president to believe that the group is dorjriant because no problem exists to 
arouse them from' their passive atti+ude . An appeal to help with cultural offerings at the 
library had only one positive result - Friends, raised enough mo«ey to acquife a baby grand 
-^iano for the community room. Mo^y is given willihgly, but poVticipation is not. 

. COMMENT ; ^ \. ^ 

Most Friends groups function best when there is an urgency. No urgencies exist at the 
Shelter Rock library . Another way Friends function successfully is at annual budget time 
Shelter Rock in the fortunate position of not having to go to the public^^for approval of 
its annual budg^^t . There is no 'j^eaT' community to act as an adhesive to bind peopit 
togeither . Real tasks must be involved to encourage a lay group to perform on an active 



\ 
\ 

\ 
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and Interested level 



■ J' ■ 

- In th^^evious pages of this report, several lay committees have been suggested to 

, aid and abet library programs* Perhaps the time has come for the Friends to dissolve, 
to turn over Its bank account to the llbrary^for use In programs and services, and the 
orgonlzatlon of a new group — a Cultural Council — to be undertaken* In a 
community with a high proportion of creatjve, well-educated, mld^le-to-hlgh 
Income residents there should be a core group willing to accept the challenge of 
planning , as well as folldwing through on, new and Improved programs . Such a 
group, representing a wide spectrum of the community, could b^^divlded Into 
cpmmlttees — fine arts (Including art prints lending), performing arts and fllms^ and 
an historical society. Each committee ^ould^vyork with the community relatiorK^^ 
specialist and meet from time to time with the Director and the trustee assigned to 
community relations * Care shoulfl b^ taken to TVicorporate in the bylaws of the 
organization, rules for lengths of term of office to avoid developing a "power group 
Eventually, ofter such a Council has been firmly launched, efforts should be made to 
work with similar groups representing neighboring liWdrles, In order to coordinate and 
extend, rather than duplicate, cultural offerings* 

- Relationships between any group of citizens, the Director, the Board and the staff 
requite ttme, patience and tact* However, dt Shfelter Rock, where community Input' 
and active interest Is so minimal. It Is particularly Important that the establishment 
of such relationships be of high priority . Guidelines for developing good will and 
good relations wfth cfgroup such as a Cultural Council can be founcJ In two excellent 
books: Frie<ds of the Library , Sarah Leslie Wallace, ed., American Library Association, 
1962 and The^Ibrary Trustee, Virginia Young, ed., Bowker, 1969. 

. . ' ■■. 

RECOMMENDATIONS ' ^ 

A number of specific and general suggestions have been outlined in fhe preceding pages 
for consideration by the Board an<lDirector to Ipjfprove the library's communication with 
Its public, to strer^then Its image and to extend and enrich its services- The Shelter Rock 
library now offers good, oftentimes superior, services to Its patrons. But it, like its 
community, has untapped resources that should be utilized, to help reach Its potential as 
one of the more outstanding libraries in the county . 

The Bodrd needs to set a timetable in acting upon the suggestions offered. Follow-through 
and cor^tency, alorg with a periodic review of goals and objectives for strengths, 
weaknQSses and current validity — shpuld maintain a strong library Image consistent with 
an accelerated, enriched plan of service . 




A CONCLUSIONS AND RECOMMENDATIONS 

» • 

After having dorre several library surveys, it does appear that there are certain almost 
unavoidable pitfalls that result from examining a library plant with a fine-rtooth .comb. 
Faced with pages of suggestions for changes - some minor, others more pervasive - a 
library staff and Board must wonder - "Aren't we doing anything right?" Hopefully, 
the staff and Board at Shelter Rock will never let such a thought concern them for/ 
without a doubt, the Shelter Rock Public Library is a strong public' institution .which 
daily provides innumerable and invaluable services for its citizens.. The library 
planners have every right to bask in the light of a job well done. Consequently, the 
following recommendations^ are" offered for consideration to enhance what is Jndeedja 
very fine public library. ' - 

•MAJOR RECOMMENDATIONS: ^ . - - 

1. REORGANIZE THE STAFF STRUCTURE ' 

.The preser:^t staff organization is charted in Chapter V, page 2. This structure does 
not adequately allow for needed coordination, does not provide'some ma joL departments 
(Reference and Technical Services) with leadership in the form of department or section 
heads, divides the staff along an artificial line {job classification) that does not foster 
library ob|ectives, and in general, has'disadvantages that have been mentioned through- 
out this report. It is therefore, the major recommendatidn of this surv,ey that three key 
positions., representing major library departments, be established immediately below that 
of Director with each department head reporting. to the Director and responsible for the , 
smooth operat^n of a major library function. The three suggested positiorii are: 1) Head 
of Public Services, 2) Head of Technical Services, and 3) Head of Circulation. The first 
two positions-- Public Services qnd Tecfinical Services - require professional personnel to 
operate effectively while the third - (circulation - shoujd be staff^^dj^ith a principal 
library clerk. Responsibilities for tbfe^Head of Public Services should include coordination 
of all age lev$l services. (including Children's), reference services, audio visual services, 
and special proiects/outreach/D|;ogramming services. Establishment of such|a position 
should include allowance forpiuditipnal compensation so that the person filling fhe posilioi^ 
is in charge of the library in the abser^ce of the Director. This proposed position - Head 
of Public Services would become thq second inpst important position within the organ- 
izational scale. In restructuring the library's organization along functional lines, 
provision must be mode for page and clerical personnel to also b^ so assigned - in effect 
then, a clerk would either be part of the Technical Services Department, the Circulation ^ 
Department, or the Public Service Department and would report to assigned personnel 
within that department. The position proposed for the Technical Services area is fully 
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documented in Chapter VII and so requires no further clarification here* The 
Circulation Department should/in all probability, provide for th^ Data Processing 
section activities-as they orexirculatjon services oriented but further study /<irth is 
section's activities might present a credible case for placing Data Processing 
activities within the Technical Services Department • When the organization shift 
is complete, the Director will have the following personnel reporting to him/her - 
*T) Secretary to tKe Director, 2) Senior Account Clerk, 3) Custodian, 4) Head of* 
Public Services, 5) Head of Technical Services, and 6) Head of Circulation Serviyes. 
Primarily, because of the adjustment in the Technical Services procedures under such 
a.reorganrzation, the interlocking areas of responsibilFty between the six positions 
will be eliminated thus providing for a«workable and manageable span of controL It 
cannot be emphasized too strongly that creation of these three key positions alone 
will not appreciably change the pattern of dontrols that dicljpje library procedures 
presently. Each of the thr^e key persons must. also be^rveo^ne needed authority to 
effectively supervise operations in their area'and must be aware of the responsibility 
in)/ested in them through the requixements of the position. To add emphasis to what is 
meant^by "authority,'* a defirtitjon from Local Public Library Administration seems, 
appropriate; "Authority in mrfnage^nent is best defined as the right to guide or direct 
the actions of others and to exact from4;hem responses which ar^ appropriate to the 
attainment of the organization's purposes^x(^p. 87). 



2. REARRANGE THE LIBRARY'S INTERIOR 

Thejoveliness of the present building housing the Shelter Rock Public Library and 
Its excellent provision for growth space have been mentioned severaj places in this 
report . Both the availability of space qnd>heu:eady adaptability of this space to other * 
pujposes indicate that shifts in service emphasis should be followed by shifts In interior 
gmentation or space assignment . Perhaps the most noticeable jnconvenie nee. resulting 
froftvjlie present space utilization can be found iathe use of the nieetjng room for an 
art gaTfery. Such a two-fold use of spqce means that this unsuperv4*orable area must be 
manned coim>niK)usly from 3 p.m* until closing each evening, connot be open to gallery 
viewers durii:^ rri^ting room use, and js probably not attracting a maximum number of* 
"allery viewers .because it is separated from the main reading foom areas - i.e . not 
on the normal trg ff ics rout^ • Othe/ opera^ons within the library also are'suffering in 
. varying degrees f^m^e facUit>J|^^ that In many areas hampers the most efficient 
delivery of service to the public: . vQne example of the effect. externals have on the 
(delivery of sen-Ice caft be seen In th^^cas^ of Reference service which, as the report 
has mentioned, does not operate from tn^" reference" desk but from, the Adult Services' 
Office'. In the YA section of Chapter Vl) the use made of the carrel area as a site for 
YA congregating that frequently leads todlsclpllhary problems was* mentioned -bgain 
an example of the type problem that often surfaces with unsupervised segments of a 
public building. In^ifhOttempi^to correct these dnd other difficulties encountered with 
the present separation of areas In theddult side of the 'ma in, floor ^ it i& suggested that: 
1) the present YA area (500 sq.ft.) be converted. Into an art gallery complete 
with glass partitioning i*o form separate yet viewable exhibit space within 
the library. u ■ 



' / ' ^ ^ * 

2) the present Art and Music section of the library (600 sq Jt •) *be converted 
into the YA area 'of the library and«be furnished with YA's in mind* (see YA 

. section of Chapter VI) • ^ . . 

3) the present Art and AAusic section of the library be integrated into the 
collection with refere/ice Art and Music going into the reference collection 
and the re.maining materials (excluding phonodiscs which deserve a separate 

, /r display) being shelved in their regular Dewey sequence . * ; 

4) the present carrel space be devoted to an enclosed periodical storage and 
reference workroom area to eliminate the congesffion of the present workroom 
areg.and ejiminafe the need for storage of ol'der files of peripdicals in the 
public browsing are9'. Such a plan should include for more reliance on 
microfilm copies <if periodicals and less reliance on extensive backruns of 
older issues (thus also clearing the present workroom area of most. If not all, 
older periodical holdi^s) • ^ . * 

5) the present Adult Services Office be converted into a site for the data pro- ' 
cessirg operation associated with the circulation control program thus freeing 
addifipnal and more flexible Workroom space for staff desks • , ^ 

6) the prbsent card cotalog files be moved further into the adult section with 
the most likely location being that of the f^sent reading room tables • 

7) the site of the' present cord catalog be converted into a "recent additions" 
browsing area complete with lounge furniture and listening stations. 

8) the general area of the present reference desk and of the microfilm readers 
be converted into headquarters for a Reference Department conriplete with at 
least a two-mqn.station, an exter^Ve "ready reference'* collection, and the 
main reference phone line for accepting outside calls. It will be cruciaPin 
implementing this change that the circulation desk personnel have c clear 
vision path to the reference area to facilitate patron directing (meaning 
removd) of the vertical files from their present obstructing path - see Chapter VI, 
Reference section) . . 



3. ABANDON DEPENDENCY ON PART-TIME PROFESSIONAL STAFF & BEGIN PLANS 
TO INCREASE PRESENT 6>41 F>T>E, PROFESSIONAL LEVEL TO 14 F.T.EV 

Chapter V outlTnes rather fully the need for at least 14 F.T.E • professional librarians 
If Shelter Rock Is to maintain a sch^dule^that requires an average of 260 professional man 
hours per week^* The 14 F*T.E"s* should alrow adeaudttely for illpeSC vacations, "off-the- 
desk duty, and outside-therMbrary contacts* In addition, this level of staffing slipuld 
provide for continuation and expansion of such services as young qdu It services, I & R 
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services. Talking Book services, age level prograitiming services, audio visual services, 
children's services, adult services, services for Seniors and disadvantaged segments of 
the community, ddult independent learner s^fvices, etc* I 



At least 2 of the 14 positions desei^^erpri^rify consideration for imrne^iate inclusion - 
1) another full-time Children's Librariflnjcuid 2) a full-time Referee Pepartment Head 
vyho would report to the Public ^Wices Librarian and have responsibility for dlt'* 
reference personnel - both professional and n6n-professional . tqiiblly fmportant will 
be providing for the. t^o new positiorfe - Head of Public Services and Head of Technical 
Services • Beyond these four additions, the ^oard will have to grodually phase In ff\e 
added professional personnel necessary to conduct the present service program outfined. 
Certainly, such a sizeaBle increase in salary^ expenditures cannot be expected to occur 
cjvernight and the Board needs to construct <□ timetable for orderly Implementation of ^ 
increasing the number of professional staff 

4* CREATE A PHILOSOPHY OF CO.LLECTION DEVELOPMENT OUTLINED IN A 
BOOK SELECTION POLICY STATEMENT 



The various sections of Chapter VI have covered the present stage of collection 
development and made suggestions for some shifts in policy to allow for strengthening 
certain areas • Foe example, the whole collection - juvenile, young adult and adult - 
stresses'^n-fiction ^elections and de-emphasizes. fiction maimer lals (an obvious policy 
.developeo^for compiling a strong collection duripg the early years bf the library's 
existence) . Now it^is evident that ffction for both aduft and juvenile collections 
n^ds-some concentrated.atte/iTion and that youfc adult fiction should be re-evaluated 
in t^ms of the collection's limited age-nxjnge appeal.. Another facet of the collection 
that sh?56ld receive a I mojtxinnual assessment is the Art and Music area. Also, the 
importance that pOnTbookpi6terials - record?, cassettes, slides, open-reel tapes, etc. - 
'should play in the ov^poii collection needs to be examined. The stated objective - 
"to select for th^ broiid, geneVal interests of the public" - has merit but may not 
necessarily be reffpcted in 'the hxjferials on hand. Once a philosophy has evolved, 
then the process of conv^lng^^deas into purchasing guiddines should begin. A Book 
Selection Policy shool^feflect the staff's Inputj^the Director's input, and the Board's , 
inptit and final approval . A section of the document should outline the library's discard 
policy which, as the report has shown, needs to be greatly stepped up. Book Selection 
Policies in Americ9n Libraries, ed^ Calvin Boyer and Nancy Eaton Ishouldprove useful 
in^structurlrg any Book Selection statement. And, fortunately, a recently issued study 
entitled. Weeding Library Collections (Stdnley J . Slote, c. 1975), should prove in- 
valuabje in deVisir^ a discaVd policy that is both workable and can be put to immediate 



use . 



5. CONSTRUCT A POLICY AND PROCEDURE ANNUAL 



Samples of such oi^anizational manuals, that are made available to each staff * 
member, can be secured through the Nassau Library System Office. Sections in such 



A- 
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a mqnudl^ould cover: 1) the library's omectives^ 2) }he oigamzqtion chart of 
the library / 3) matters concerning staff jappointrntent (recruitment, tenure, etc.)/ 
4) sW^f^^evetopm^rprovisio (attenclqrjc^.at corj^entlorp, workshops, encouragement 
^^^^fufth^r (education, etc.)/ 5) ^taff evafuation pi^ocgdures, 6) promotions, transfers, 
^ demotid/is, *7) procedures when leaving iemployment, 8) working conditions and/or 
staff rules and regulations, 9) leave policy, 10) ir?njAjjAngfit<;/ anH \X) compilation 
of Board policy on the bperafion of the/ library* (p^lM'feTrp^ meeting room use policy, 
circulation, policies)^ 



6. A^jJ^N PRIORITY TQ DEVELOPING STtjpS^SER TIES WITH THE COMMUNITY 
SERVED I ' ^ 



Both the Community Rations Program (Chapter VIII) and tKe section on Librpry 
Use by .Orgpnizations (Cl^ter VI) have fullv covered the nded for furthfefl^Tibrary . 
involvement in the life of community • Certainly, a step ip-th||^dir^^ would be 
imole mentation of a monthly newsleter to the District citizens^ Tfie Community Cultural 
Council suggestion would also be helpful in jcernenting ties. And, of course, more 
ilme mu5t also be scheduled for professionals to spend Out hi the community, represent- 
ing the library on Boards and committees ana making presentations. Additional detoll 
on me^liods and means of achieving stronger cornmunity relations are^ outlined in!,the two 
chapters mentioned* . ' . - . ^ 



7. SECURE THE SERVICES OF A GRAPHICS DESIGNERaO PRODUCE APPROPRIATE 
LIBRARY GUIDING AIDS . v 



/ 



Given the interior decor of the Shelter Rock Public Library, it appears that the 
staff has objected to haphazardly putting up, signs because they might detract fi^m the 
logical and orderly arrangement that is predominate throughout. Without some in- 
formational devices though >Ke "self service" appeal of the library is lost on many 
potrorts and thfeir frustration may lead them to abandon their information pursuit. 
Suppose, for example, a patron discovered at the card catalog that his book was lo^pt^ 
in the "LT" section - how t^ proceed? Without assistance in discovering, that^ 
means Largp. Type and th^ trackirg down the location of the Large Type C^l^ction, a 
patrpn might never secure tj>e volume sought^. Th.e audio visual sectkm of Chapter VI 
pinpointed the need for so^e infomational clues as fo what the "wOodenxubes" \Arere 
and how to proceed to get them unlocked and operative. Consid^ing the ppliey of 
seldom if everjngnning the Art andi^sic.desk, the YA desk, and file Children's desky 
it could^be^ssumed some guidance On how to secjure professional assistance is nebded 
in ^^icfj^or^ . These three instances of gi/fding inadequacies are indicative of many 
many more cases Ihdt require expert assistance to eliminate . In furnishing patrOns with 
better quidance, consideration should be given to including wait hangings, wall paneli, 
standing signs, .colored coded guides, printed guides. Informational publications (similar 
to the recent Shelter Rock publication 7 "Shelter Rock Public Library Periodical Holdings , 
1975"), audio visual presentations, an information station, etc. "Creation of a unified 
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approdch to guiding should be done cooperative!)^ with the k^ilpwledge of the librarian 
and thit pf the grapKics designer combined to produce desired results - i .e -better 

delivery of service to the patron • ^ . . 

' , it 

:8. REN|lTAiiZE THE COMMITMENT MADE DURING THE BUILDING'S DESIGNING 
T0[ EMPHASIZE AV MATERIALS, EQUIPMENT, & SERVICES 

At the time of the architectural creation of the Shelter RoJ<,Public Lib>ary there 
wefe numerous attempts to provide adequate wiring and desigrTefements to support a 
vast AV programming effort • Although it cannot be said that Shelter Rock has totally ^ 
abandoned concern for AV services, a full array of AV services has never materialized • 
If a commitment to AV is made, then Shelter Rock should expect to expand resources 
in all current formats and secure some AV formats not presently available such as slides 
and filmloops and open-reel tapes • The recommitment to AV should. begin with the 
Juvenile holdings - particularly the immediate utilization of the available wet carrels 
for housing listening and viewing stations. Consideration should also include plans to 
loan equipment - cassette [Slayers^ tape recorders, 16 mm projectors, etc. If AV is*> 
given some priority in terms of staff time and monetary expenditures then the program- 
ming aspects of media shoul^ also be^expanded to include more frequent film discussions, 
filrj/lecture preserntations, creative media Fnstruction, etc • 

• I ' ^ * ^ . ' 

9.^ DEVELOP, >jtND EXPAND PROGRAMMING OFFERINGS f 



The highlJgKt of the Sh( 



Iter Rock programming activity centers around the Sunday 



concert series / More prognimmmg during the early morning end afternoon hours to 
attract housewives and Seniors is needed . Young adult programming is virtually non- 
existent and must be given rhore priority by the administration so that poetry groups 
or Tilrrj s^ri^cir discussion sessions are part of the norma) library fare . Juvenile pro- 
gramming that>ould interest older children, parents with childre^n,^ and those individuals 
working with children should be devised and. put into operation shbrtly. In effect,. Shelte 
Rock has been placing emphasis on programming that would appeal primarily toon Art 
and Music orfented audience . The time to diversify is of hand so that a moce vast array 
of persondlrty interests can be cajered to • ^ ^ 
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ease complet^ these sheets. , If additional spa6e is needed, use the back of the form. These sheets 
^ be the basisior holding interviews with randomly selected staff. 



ime: Date: 

' ' "rr:^' 

assification: ^ 

>sition Title (if different) : i 

^mediate Supervisor: _^ ' 



^ BRIEF GENERAL DESCRIPTION OF DUTIES 
>f Total Time^-^ 

ent on Each Duty « - Duty 



What characteristic of your library, or its patrons, or the interaction of both, is different from 
th^it of other public. libraries 2 Please explain/ , 



List other public libraries that you are familiar with, i. e. in which you have beeti a visitor or 
patron. If you worked in another library, please indicate that also. 

V 



I 
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If unlimited— or at least generous- -funding were available, what prograrafpr function would 
you like to see initialed by the library? 



Under the same conditions, what present program would you liite to see expanded? In what way? 



On the other hand, if funding were cutfyhich of the present operations do you think could be 
eliminated y^ith the least adverse effect upon library usage ?, 

' ■ ■ . . . . ■ . 



Do you think the organizational structure of the library and the prbcedures uncier which it 
operates are: poor adequate good - ^ . Please explain. 

• • ■■■■ "'C 

Do you thmk the organizational structure of the department of the library, in which you work is: 

poor adequate good . Do you. think the procedures under which you operate 

are: poor adequate good . Please explain, and if you have alternatives in. 

mind, indicate how you would like, to see it operate. , ^ 



Do you think your agency is adequately staffed? Yes ^ No . Tf ''no", do you think 

staffing would be adequate if organizational or procedural changes were m^de? Yes No 



If '*no'\ what positions and how many "of each would have to be added in arder to bring staffing to the 
desired level? ^ 

V * . ■ . ■ 



What one change would you hope to see^ccUl" as a result of the su^ey.? 
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